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Cover Letter 
July 2025 
 
Dear Coach/Sponsor,  
 ​ You have chosen to be a member of a profession that demands a great deal of your time, your 
dedication, your energy, and quite often your patience; yet in spite of this, coaching is a tremendously 
rewarding profession. We all dream of developing and coaching the super athlete or participant, yet 
relatively few of our athletes or participants will have the opportunity to participate beyond high school. 
You as a teacher/coach/sponsor are in the position to influence numerous young people who will become 
productive members of our society, the leaders of tomorrow.  
​ The way you treat a participant should be the way you would want your child treated. You are 
working with impressionable young adults and you are charged with assisting in their development. Each 
individual is important and each must be understood and worked with to the best of your ability. Your 
patience and understanding may be critical to the future of an individual who looks to you for guidance or 
just a friendly ear.  
​ Competition is an integral part of educationally-based activities. It is an experience whose reward is 
measured differently by each individual. This reward may range from simply making the team and getting 
a uniform, to making the first team, first chair, or getting the lead; from simply having a winning season, 
to winning a championship. While winning has been and always will be emphasized as the only 
measuring stick by many in our society, the true measure of our success extends far beyond the final score 
or result of any contest. We cannot forget that long after the dust of competition has settled, what lives on 
and lasts are the lessons learned by our participants. These lessons must be positive and should include 
character, hard work and determination, and teamwork.  
​ Remember, our programs are an extension and an integral part of the educational process, and it is 
imperative we keep this in mind when we work with our participants. As a coach/sponsor, you are a 
highly visible representative of the Independence School District; you must assume the responsibility that 
comes with the respect for that position. It is imperative you be an ambassador for all activities of the 
ICSD. You must communicate effectively so you can promote and sell your activity, your campus, even 
the entire school district each and every time you have an opportunity.   
​ The level at which you work has little to do with the degree of respect you receive from participants 
and parents/guardians. How you respond to them with honesty, patience, and understanding will 
determine your success over the years. My challenge to you is twofold but simple; be a positive role 
model and make a difference in the lives of your participants forever.  
 
Respectfully,  
Justin Putz 
Activities Director 

Coach-Sponsor Activities Handbook                ​ ​        Page 4 
 



 

School Calendar

 
 

Coach-Sponsor Activities Handbook                ​ ​        Page 5 
 



 

 
District Vision, Mission, Values and Beliefs  
Vision 

What do we want to create? 
Creating a climate in which individuals of the Independence Community School District will 
strive to become effective communicators, problem solvers, responsible citizens, and productive 
people.  

Mission 
Why do we exist? 

Educating people to be life-long learners and respectful, responsible citizens. 

Values 
What are the personal attributes we promote? 

●​Compassion 
●​Honesty 
●​Integrity 
●​Perseverance 
●​Respect 
●​Responsibility 
●​Pursuit of Knowledge 

Beliefs 
What are our basic operating principles? 

●​All people want to succeed and are capable of learning.  
●​By providing a safe environment, we promote success. 
●​Diversity is an asset that must be dignified and respected.  
●​High expectations for all according to their potential.  
●​Our resources should promote student achievement.  
●​Problems are opportunities for improvement.  

 
While at the Independence Community School District, students will be working on a total education 
developing not only academic skills, but character traits as well. It is recommended in a report by the 
Advisory Committee on Character Education that students develop the following character traits:  
 

●​Compassion: Students should express care, concern, and empathy for the needs of other persons 
without regard to race, religion, gender, age, economic status, and/or physical and mental 
condition. 

 
●​Courage: Students should develop inner strength and stability to draw upon in times of adversity. 

 
●​Courtesy: Students should display good manners and politeness, showing the same respect for 

others, as they would wish for themselves. 
 

●​Diligence: Students should pursue worthwhile endeavors, showing persistence, care, and effort. 
 

●​Honesty: Students should be truthful and trustworthy in their relationships with others. 
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●​Integrity: Students should acquire sound values, and make them their own, seeking to live up to 
them in a consistent manner. 

 
●​Responsibility: Students should exercise sound thinking and good judgment, as they are 

personally and ethically accountable for their actions. Students should work with others to 
strengthen and improve their family, community, state, nation, and world for the common good. 

 
●​Self-Discipline: Students should realize the motivations for their actions and give priority to 

duties and responsibilities rather than to conflicting impulses and desires, being willing to 
sacrifice present satisfaction in order to receive long-term benefits. 

 
●​Self-Respect: Students should consider the person within themselves, realize their worth and 

dignity as human beings, and account for their strengths as well as their weaknesses. 
 

●​Tolerance: Students should strive to discover and learn about people who are different from 
themselves and about cultures different from their own. 

 

Independence Learner Performance Goals 
Responsible Citizen 

Respect for self and others 
●​Treats others with respect. 
●​Expresses a positive attitude towards self.  
●​Does not use violence, coercion, or intimidation. 

 
Group Interaction 

●​Demonstrates the ability to work as a team player. 
●​Demonstrates positive leadership skills, and contributes to the overall effort of the group.  
●​Uses conflict resolution skills. 

 
Responsible Action 

●​Practice self-restraint. 
●​Considers choices and is accountable for consequences of decisions. 
●​Maintains a healthy self-concept. 
●​Obeys the law. 

 
Active Community Involvement 

●​Protects the environment. 
●​Participates in civic functions. 
●​Appreciates the value of volunteering. 

 
Appreciates Diversity 

●​Is aware of and examines stereotypes. 
●​Is aware of, understands, and works well with all individuals in any situation.  
●​Appreciates cultural differences. 

Coach-Sponsor Activities Handbook                ​ ​        Page 7 
 



 

 

Problem Solver 
Gathering, Examining and Evaluating Data 

●​Collects, analyzes, organizes, and presents information from a variety of resources in an ethical 
manner.  

●​Demonstrates an understanding of and applies basic principles of hypothesis testing and 
scientific inquiry. 

●​Chooses an appropriate problem-solving strategy. 
●​Differentiates among fact, fiction, and opinion. 

 
Applying Data 

●​Develops and presents an original product or performance for a specific audience. 
●​Generalizes ideas and communicates them effectively. 

 
Technology 

●​Critically analyzes and interprets media.  
●​Uses information media and technology to access, evaluate, use, and share information. 
●​Understands and applies a systematic approach to information problem solving.  
●​Understands basic computer hardware, software, and operating systems.  

Productive Person 
Work Ethic 

●​Sets and manages goals. 
●​Displays reliability and demonstrates responsibility. 
●​Perseveres. 
 

Pride in Workmanship 
●​Uses tools and resources specific to a job including an understanding of the basic operations and 

concepts of technological systems.  
●​Completes quality work.  
●​Evaluates work according to high standards and demonstrates a willingness to improve.  
●​Acts in an appropriate and ethical manner.  

 
Preparation for the Workplace 

●​Sets career goals and develops strategies to achieve them. 
●​Understands one’s role in the workplace including that of a team member.  
●​Leads or follows in appropriate situations.  

 
Healthy Lifestyle 

●​Takes responsibility for career and life choices.  
●​Avoids substance abuse.  
●​Maintains personal hygiene. 

 
Managing Daily Life 

●​Functions as an effective member of a family. 
●​Is aware of and applies strengths for managing money effectively. 
●​Displays effective interpersonal communication skills.  
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Decision Making 

●​Make ethical decisions.  
●​Understands and applies basic problem-solving strategies. 
●​Draws conclusions based on data collected, organized, and analyzed.  

Effective Communicator 
Reading 

●​Applies the necessary reading skills to a variety of material.  
●​Understand material read.  
●​Read with confidence.  
●​Reads for personal satisfaction and understands the value of reading.  

 
Technology 

●​Accesses, evaluates, and uses information media and technology. 
●​Uses appropriate technologies. 

 
Vision Literacy 

●​Uses various visual media to accomplish tasks.  
●​Appreciates creative self-expression. 

 
Listening 

●​Listens thoughtfully to the ideas of others and shows the ability to ask appropriately for 
clarification and respond to opinions.  

●​Gains information from listening.  
●​Follows oral directions.  

 
Speaking 

●​Expresses ideas clearly and confidently. 
 

Writing 
●​Applies the general skills and strategies of writing, including grammar and mechanics. 
●​Uses different types of writing.  
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District Policies (Board policies are referenced for convenience) 
The following Board Policies are linked in this handbook for your convenience. They are also referenced 
throughout the handbook, in the appropriate sections.  
 

Related to Link Related to Link 

Bullying and 
Harassment 

106 Open Enrollment 501.02 

Non-Discrimination 
and Section 504 

103.E1 
and 

103.E3 

Publicly Shared Student 
Information and Opt-out 

506.2R
1 

Equal Educational 
Opportunity 

103 Student Records 506.01 

Equal Employment 
Opportunity 

401.02 
Rights of Students who 

are Homeless 
501.17 

Freedom of Student 
Expression 

502.5 Search and Seizure 502.10 

Interviews of 
Students by Outside 

Agencies 
502.11   

Board Policy Home 

 

 
Visit: Independence Community School Board Policies for a complete list of Board Policies. 
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Activities Specific Information 
 
Preface 
This activities department handbook has been prepared to provide a consistent source of information to 
staff members, administrators, and other persons that may be interested in the interscholastic activities 
program of Independence Jr/Sr High School. 
 
It is impossible to list all the details necessary for the complete operation of an activities program in an 
activities handbook. Therefore, each coach/sponsor should use his/her discretion in handling the many 
situations which arise in fulfilling his/her assignment not covered in this handbook. This booklet contains 
information which may be useful to the coaches or sponsors in the performance of their duties. This 
booklet also addresses the coach/administrator relationship.  
 
These guidelines will be reviewed annually and modified when necessary. However, as long as a policy or 
regulation is in effect, the members of the activities department are expected to support them. 
 
Academic Eligibility Rules  
Iowa Administrative Code 36.15(2) Scholarship Rules 
 

a.​ All contestants must be enrolled and in good standing in a school that is a member or associate 
member in good standing of the organization sponsoring the event.  

b.​ All contestants must be under 20 years of age.  
c.​ All contestants shall be enrolled students of the school in good standing. They shall receive credit 

in at least four subjects, each of one period or "hour" or the equivalent thereof, at all time. To 
qualify under this rule, a "subject" must meet the requirements of 281-Chapter 12. Coursework 
taken from a postsecondary institution and for which a school district or accredited nonpublic 
school grants academic credit toward high school graduation shall be used in determining 
eligibility. No student shall be denied eligibility if the student's school program deviates from the 
traditional two-semester school year.  

(1) Each contestant shall be passing all coursework for which credit is given and shall be 
making adequate progress toward graduation requirements at the end of each grading 
period. Grading period, graduation requirements, and any interim periods of ineligibility 
are determined by local policy. For purposes of this sub rule, "grading period" shall mean 
the period of time at the end of which a student in grades 9 through 12 receives a final 
grade and course credit is awarded for passing grades. ​
(2) If at the end of any grading period a contestant is given a failing grade in any course 
for which credit is awarded, the contestant is ineligible to dress for and compete in the 
next occurring interscholastic athletic contests and competitions in which the contestant is 
a contestant for 20 consecutive calendar days.  

d.​ A student with a disability who has an individualized education program shall not be denied 
eligibility on the basis of scholarship if the student is making adequate progress, as determined by 
school officials, towards the goals and objectives on the student’s individualized education 
program.  

e.​ A student who meets all other qualifications may be eligible to participate in interscholastic 
athletics for a maximum of eight consecutive semesters upon entering the ninth grade for the first 
time. However, a student who engages in athletics during the summer following eighth grade is 
also eligible to compete during the summer following twelfth grade. Extenuating circumstances 
such as health may be the basis for an appeal to the executive board which may extend the 
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eligibility of a student when the executive board finds that the interest of the student and 
interscholastic athletics will be benefited.  

f.​ All member schools shall provide appropriate interventions and necessary academic support for 
students who fail, and shall report to the department regarding those interventions on the 
comprehensive school improvement plan.  

g.​ A student is academically eligible upon entering the ninth grade.  
h.​ A student is not eligible to participate in an interscholastic sport if the student has, in that same 

sport, participated in a contest with or against, or trained with, a National Collegiate Athletic 
Association (NCAA), National Junior College Athletic Association (NJCAA), National 
Association of Intercollegiate Athletics (NAIA), or other collegiate governing organization's 
sanctioned team. A student may not participate with or against high school graduates if the 
graduates represent a collegiate institution or if the event is sanctioned or sponsored by a 
collegiate institution. Nothing in this sub rule shall preclude a student from participating in a 
one-time tryout with or against members of a college team with permission from the member 
school's administration and the respective collegiate institution's athletic administration. [This is 
NOT a substantive change; it clarifies the "college squad" rule].  

i.​ No student shall be eligible to participate in any given interscholastic athletic sport if the student 
has engaged in that sport professionally.  

j.​ The local superintendent of schools, with the approval of the local board of education, may give 
permission to a dropout student to participate in athletics upon return to school if the student is 
otherwise eligible under these rules.  

k.​ Remediation of a failing grade by way of summer school or other means shall not affect the 
student's ineligibility. All failing grades shall be reported to any school to which the student 
transfers.  

 
Activity Awards (High School only) 
In all sports and many activities, coaches or sponsors recommend participants for awards based on the 
level of participation and dedication. Unless there are unusual circumstances, participants that do not 
finish a season for any reason, other than injuries, do not qualify for awards. Coaches or sponsors 
consider training, cooperation, sportsmanship, and attitude in making the list of participants recommended 
for awards.  
 
Students that do not earn a varsity letter award will receive a participation certificate. Coaches or 
sponsors, especially the head coach, of each sport will determine which students earn a varsity letter. Each 
head coach has the prerogative to set up criteria to earn a varsity letter which will be given to students 
prior to the start of the season. 
 
Students that have participated in a particular sport (for example Cross Country) for 4 years that would 
not “letter” by meeting the criteria, would receive a letter following their 4th year of participation. 
Students should ask the coaches or sponsors for the lettering criteria prior to the start of the season. Some 
coaches or sponsors have very detailed criteria; others may simply leave it to “coach’s/sponsor’s 
discretion”. In any case, communication with the coaches or sponsors before the start of the season is 
critical, so the students know how the varsity letter can be obtained. 
 
Activity Expenses 
Below is clarification of what account(s) the activity expenses will be disbursed from. 
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Activity-Specific Fund 

State costs, coach/sponsor/player clinics, sport specific supplies (i.e. uniforms, game equipment, 
end of the season flowers/awards, etc.) 

General Activity Fund 
Entry Fees, travel expenses, officials’ fees, annual golf course fees, event medals/trophies, 
coach/sponsor associations, athletic trainer services, required HUDL services 
 

Activities Department Objectives  
To provide an attractive program for the participant:  

●​ Provide the participant with an enjoyable and rewarding experience.  
●​ Make participant safety and welfare our highest priority. 

 
To give quality instruction in the fundamentals of each sport/activity offered:  

●​ Specific skills and strategies.  
●​ Sportsmanship, ethical conduct and fair play.  

  
To be an integral part of the secondary school curriculum:  

●​ Inspiring all participants to give their highest effort in the classroom, as well as, in the activity.   
●​ To stress the importance of self-discipline in the classroom, the community, and in the activity.  
●​ Teach our participants that dignity, self-worth and self-esteem are achieved through hard work. 
●​ To create a positive school climate that is enhanced when participants and the remaining student 

population work together as a team to represent their school in interscholastic competition.  
●​ Develop concepts of goal attainment through hard work and rigorous self-discipline, and to provide a 

vehicle for the development of interest in curricular school programs and for post-secondary 
educational opportunities.  

  
To make the program a source of both school and community pride:  

●​ Help each participant to interact positively with faculty, community and fellow students.  
●​ Make the team or organization a positive influence on all who come in contact with it.  
●​ To demonstrate the social competence of operating within a set of rules, thus gaining a respect for the 

rights of others, and an understanding that penalties follow rule violations.  
 
Athletic Trainer Services 
Independence Jr/Sr High School contracts with Buchanan County Health Center for training services. 
Under the contract, a trainer is available at all varsity home events.  
 
Athletic Unions 
Iowa Girls High School Athletic Union​ ​ Phone: 515-288-9741 
Iowa High School Athletic Association​ ​ Phone: 515-432-2011 
 
Bus Guidelines  
The following rules and regulations are an accumulation of past and present recommendations for 
co-curricular and extracurricular bus trips. The purpose of addressing this issue is to clarify and define for 
staff, students and parents/guardians the guidelines for the safe transportation of all those involved. 
 
1.​ All passengers are to be seated while the bus is moving. 
2.​ The bus driver has final decision regarding travel in all types of weather conditions and mechanical 

operations of the bus and also in routes taken to arrive at the proper location. The head sponsor/head 
coach is back-up to the driver if the driver would become unable to perform those duties. If the driver 
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leaves the location of the event, the driver is to secure permission from the head sponsor/coach, and 
notify the sponsor/coach of the destination and expected time of return. The bus driver is also 
responsible for the security of the bus while vacant or parked. 

3.​ The head sponsor/head coach is responsible for the conduct of all passengers, necessary disciplinary 
measures to assure the safety of all passengers, decisions concerning where and when the bus will 
stop for food, drink, restrooms, breaks, eating and drinking on the bus, use of windows, seat 
assignments and other matters of this nature. The sponsor/coach is also responsible for the cleanliness 
of the bus following the trip. 

4.​ Passengers are to keep body parts and objects inside the bus, out of the aisle, and to themselves.  
5.​ Conduct of students, appropriate clothing, language and manner are specified in the student handbook 

and are to be followed accordingly. Disciplinary guidelines are also addressed in this handbook and 
are to be used for matters not specifically mentioned in this activities handbook.  

6.​ Sponsors/coaches can add to this list of rules as they deem necessary. 
7.​ For all events, the relationship policy in the student handbook is to be followed. Holding hands, 

kissing, and other displays of affection are inappropriate and are subject to disciplinary action.  The 
sponsor/coach can add to these guidelines at his/her own discretion. The disciplinary measures listed 
in item 13 will apply. 

8.​ Trash bags will be provided for disposal of garbage. Passengers are to keep the bus neat and clean at 
all times. Absolutely NO LITTERING. 

9.​ Students are to return from the event on the bus unless the parent or legal guardian has notified the 
coach in writing.  The parent or guardian should sign the student out with the coaching staff. A 
sample sign-out form is located in Appendix G of this handbook.   

10.​ Bus cameras will be available at the request of the sponsor/coach, driver, or administrator. Please give 
the transportation supervisor a 24-hour notice. 

11.​ If an incident occurs, the activities director or building principal is to be contacted within 24 hours 
(immediately if necessary). A written report will need to be turned in to the administration no later 
than 48 hours after the incident. 

12.​ An adult sponsor/coach is to remain on site until all students have left the school grounds 
following the out-of-town event.  

13.​ Disciplinary measures  
a.​ 1st offense:  Verbal warning.                     
b.​ 2nd offense: Verbal warning and change of seat to near that of sponsor/coach. Meeting with 

parent/guardian, student and activities director.                                        
c.​ 3rd offense:  Change of seat to near sponsor/coach. Removal from next extracurricular or 

co-curricular bus trip. Meeting with principal, activities director, parent/guardian and student.  
14.​ Emergency, administrator, and student phone numbers should be available to the coaches/sponsors.  
 
Characteristics of an Effective Coach/Sponsor  
An Effective Coach/Sponsor Should: 

●​ Sell his/her program  
o​ Sell yourself to your participants 
o​ Sell your participants on one another  

●​ Promote good media relations  
o​ Promote your players for recognition and scholarships  
o​ Make yourself available for public appearances  
o​ Project a positive image  
o​ Be positive  

●​ Be an effective communicator  
o​ Think before you speak  
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o​ Develop your oral and written skills  
o​ Be a good listener  
o​ Be honest and sincere  
o​ Accept and value the opinion of others  

●​ Be a disciplinarian  
o​ Have clearly defined rules, expectations, and consequences  
o​ Be fair and consistent  
o​ Teach the importance of making good decisions  
o​ Be positive  
o​ Reward good discipline  

●​ Be a motivator  
o​ Realize motivation has to come from within  
o​ Have participants write and discuss personal goals  
o​ Teach your participants to think positively  
o​ Use inspirational stories, books, tapes, speakers, etc.  
o​ Solicit leadership   

●​ Be organized and set goals  
o​ Establish the importance of goal setting  
o​ Define your goals and put them in writing  
o​ Sequence goals (short term, intermediate, long term) 
o​ Evaluate progress  
o​ Keep good records and files  
o​ Know your strengths/weaknesses  
o​ Script and post your workout schedule  
o​ Use a clock and stick to your schedule 

 
Check Lists 
Pre-Season Checklist 
1.​ Coaches/Sponsors Meeting with all levels 

Head coach/sponsor should set expectations for his/her program. Outline your plan and coach 
your assistants to be ready to go on day one.  

2.​ Hold a Team Sign-Up 
3.​ Complete a Roster  

Include all active team members. Don’t forget managers. Provide a roster to the school nurse and 
attendance secretary, activities director and activities secretary. Include name, number, and 
position if known. 

4.​ Team Meeting  
Provide participants with practice schedules, game schedules, and expectations. Stress that 
physicals and concussion forms must be completed before 1st practice.  

5.​ Parent/Guardian Meeting 
6.​ Team Rules/Guidelines  

Discipline procedures. Send a copy of all communications to the activities department.   
7.​ Phone Numbers  

Have a calling tree developed.  This is especially important for winter activities. 
8.​ Practice schedules to participants and activities department. 
9.​ Eligibility Checks  

Talk to activities director for information regarding academic eligibility and Activity Standards 
and/or Student Code of Conduct violations.   

10.​ Purchase Orders- ALL DONE IN ADVANCE  
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Do not purchase anything without a purchase order already approved.  Contact activities director 
or activities secretary if you have questions regarding the purchase order process. See Appendix E 
for more information.    

11.​ Pictures  
Pictures need to be scheduled and picture order forms need to be handed out to athletes. 

12.​ Get bus times to activities department early  
Figure out where you are going and provide bus dismissal times to the activities department 
before your season starts.  The activities department will forward transportation requests to the 
bus garage.  Look at the conference website to verify that these times are correct.  Communicate 
any changes to scheduling as soon as possible.   

13.​ Must Have All Following Forms to Practice 
a.​ Physicals- Students may not practice without this! Communicate with the activities secretary 

for a current list of physicals by date.  If a student gives you their physical form, ensure that it 
is delivered to the activities secretary in a timely manner.   

b.​ Concussion Forms- See Appendix A.   
 

In-Season Checklist 
1.​ Go over all safety and inherent risk discussion on day 1 

Be sure to read any equipment warnings to the kids. 
2.​ Read Activites Standards on day 1 

See Appendix F. 
3.​ Be sure to provide proper supervision including locker rooms. 

Coaches need to be the last ones out. 
4.​ Equipment- Proper use and care 

We work hard to pay for our equipment, protect it. 
5.​ Philosophy- Playing time/line-ups/lower levels 

Know your philosophy and check that you are coaching your philosophy. Be sure you 
communicate to lower levels your expectations on playing time, underclassmen opportunity, and 
program expectations. 

6.​ Keep rosters current 
Update activities director and/or activities secretary with any roster changes. 

7.​ BE POSITIVE! 
8.​ Have practice planned and execute your plan. 

They should be in writing and available to all coaches at your practice.  
9.​ Be prepared by and for game day. 

Plan practices to peak on game day. Assume nothing and leave no stone unturned. 
10.​ Report all scores at varsity level to the media outlets listed in the handbook. 
 
Post-Season Checklist 
1.​ Check in all equipment.  

Keep good records to avoid hassle. 
2.​ Prepare an end of year report and turn in to activities director. 
3.​ Schedule End of the Season Awards Night.  

It is required to have some sort of recognition of your season. It is important to recognize the 
accomplishments of the season. 

4.​ Attend a year-end evaluation meeting with the activities director. 
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Common Causes of Liability  
1.​ Failing to supervise an activity in a reasonable manner. 
2.​ Negligently entrusting a duty to an underqualified or unqualified individual.  
3.​ Failing to properly teach skills. 
4.​ Failing to teach protective skills. 
5.​ Failing to provide and maintain a safe coaching and playing environment. 
6.​ Failing to inspect, repair, or recondition equipment properly. 
7.​ Failing to teach athletes to inspect their own equipment.  
8.​ Failing to provide proper effective equipment. 
9.​ Failing to have athletes play an activity properly. 
10.​ Failing to create safe policies and procedures for an activity. 
11.​ Failing to follow and enforce such policies and procedures. 
12.​ Failing to adopt safety standards of pertinent administrative organizations. 
13.​ Failing to warn of inherent dangers of the activity. 
14.​ Failing to keep adequate and accurate records.  
 
Communication  
Both parenting and coaching are extremely difficult vocations. By establishing an understanding of each 
position, we are better able to accept the actions of the other person and provide greater benefit to 
students. As parents/guardians, when your child becomes involved in our program, you have a right to 
understand what expectations are placed on your student. As a coach/sponsor, you have a right to 
understand any conflicts and concerns that your participants and their parents/guardians may have. This 
begins with clear communication between the participant, the parents/guardians, and the coach/sponsor of 
the program.    
 
Communication parents/guardians expect from coaches/sponsors 

●​ Program parameters of the coach/sponsor. 
●​ Expectations the coach/sponsor has for your student as well as team expectations of the program. 
●​ Locations and times of all practices and contests. 
●​ Team requirements:  fees, special equipment, out-of-season work, etc. 
●​ Procedures to follow if your student becomes injured or requires medical attention during 

participation. 
●​ Discipline that may result in the denial of your student’s participation. 

 
Communication coaches/sponsors expect from parents/guardians 

●​ Concerns expressed directly to the coach/sponsor. 
●​ Notification of any schedule conflicts well in advance. 
●​ Specific concerns in regard to the program and/or expectations. 

 
Appropriate concerns for parent/guardian to discuss with coaches/sponsors 

●​ The treatment of your student, mentally and physically. 
●​ Ways to help your student improve. 
●​ Concerns about your student’s behavior. 

 
Issues that parents/guardians should NOT discuss with coaches/sponsors 
It is very difficult to accept when your child is not participating as much as you may hope. Coaches and 
sponsors are professionals. They make judgment decisions based on what they believe to be best for all 
students involved. As you have seen from the list above, certain things can be and should be discussed 
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with your student’s coach/sponsor. However, the following should be left to the coach’s or sponsor’s 
discretion: 

●​ Playing time or participation time 
●​ Team strategy 
●​ Play calling 
●​ Other participants 

 
Conference between coach/sponsor and parent/guardian 
There are situations that may require a conference between the coach/sponsor and the parent. These are to 
be encouraged and should be appropriate in nature. It is important that both parties involved have a clear 
understanding of the other party’s position.  When these conferences are necessary, the following steps 
should be followed to help promote a resolution to the issue of concern: 

●​ Call to set up an appointment. Independence Junior/Senior High School’s phone number is 
319-334-7405. Ask to leave a message for the coach/sponsor. 

●​ If the coach/sponsor cannot be reached, call the activities director and a meeting will be 
scheduled for you. 

●​ Please DO NOT attempt to confront a coach/sponsor BEFORE or AFTER a contest or 
practice. These can be emotional times for both the parent and the coach/sponsor. Meetings 
of this nature do not promote resolution. 

 
If the meeting with the coach/sponsor does not provide a satisfactory resolution, call Activities Director 
Justin Putz at 319-334-7405 or jputz@indeek12.org and make an appointment to discuss the situation.  
 
Fundraising  
Students may raise funds for school-sponsored events by having the coach/sponsor fill out the appropriate 
fundraising form (see Appendix D). This form must be submitted to and approved by the activities 
director. For sales that may exceed $3,500, School Board Approval will be required.  Per Independence 
School Board Policies and Iowa BOEE standards, all fundraising money must be properly accounted for 
and handed into the activities office in a timely manner.  Coaches are required to use the purchase order 
process for any fundraising expenses.   
 
See Board Policy 705.2 (Requisitions and Purchase Orders) and Appendix E for purchase order policies 
and procedures.  See Board Policies 707.5 (Internal Controls), 504.6 (Student Fund Raising), 702 (Cash in 
School Buildings) and 704.5 (Student Activities Fund) for policies pertaining to cash handling and 
fundraising.   
 
All fundraising must have prior approval from the activities director.  Failure to obtain approval will result 
in the following disciplinary steps.   

●​ 1st Offense: Letter of reprimand to be placed in the personnel file signed by activities director and 
staff member. 

●​ 2nd Offense: One half of the money raised will be placed in the general activity fund. 
●​ 3rd Offense: All money raised will be placed in the general activity fund. 

 
Guidelines for Volunteer Coaches  
Volunteer coaches must follow certain state regulations. A volunteer coach as defined by the state of 
Iowa is a non-paid person who holds a coaching authorization endorsement and who is acting 
under the direction of an employed coach and with the knowledge and approval of the activities 
director. 
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Volunteers who do not have a coaching authorization/endorsement can act only as an aide. Aides can in 
no way be engaged in the diagnosis, prescription, evaluation, assessment or direction of student learning 
during practice sessions. An aide is like a student manager.  
 
Volunteers for the Independence Community School District Activities Department will also be 
required to go through an interview process with the head coach/director and activities director. 
Background checks are to be administered prior to working with students. All volunteer coaches 
must be approved by the activities director prior to working with students.  
 
Interested parties seeking more information regarding coaching authorization or endorsement should 
contact the Independence Community School District Activities Director Justin Putz at 319-334-7405. 
 
Job Description - Head Coach 
General State of Responsibility:  The head coach of each sport has the responsibility of carrying on the 
sport in the best interests of the school district by adhering to the policies and regulations of the school as 
well as the practices and procedures of the school’s administration. Each head coach should have a 
working knowledge of the individual practices as outlined by the WaMaC Conference, Iowa High School 
Athletic Association, and the Iowa Girls High School Athletic Union. 
 
Head Varsity Coaching Duties:  
1.​ Serve as liaison between the 7-12 coaching staff for the hired sport/activity and the activities director.  
2.​ Has a thorough knowledge of the rules and by-laws of the Iowa High School Athletic Association, 

Iowa Girls High School Athletic Union, the WaMaC Conference, and the Independence School 
District as they pertain to his/her sport, including the clearance of all staff members and 
student-participants.  

3.​ Understands the proper administrative chain of command and refers all requests or grievances 
through proper channels. Is aware of all public/staff/departmental meetings that require attendance.  

4.​ Establishes the fundamental philosophy, skills, and techniques to be taught by the staff. Designs 
conferences, clinics, and staff meetings to ensure staff awareness of the overall program.  

5.​ Trains and informs staff and encourages professional growth by promoting clinic attendance.  
6.​ Delegates specific duties, supervises implementation, and at season’s end, analyzes staff effectiveness 

and evaluates all assistants.  
7.​ Maintains discipline, mediates grievances, and works to increase morale.  
8.​ Assists the activities director in scheduling, providing transportation needs, and requirements for all 

games, tournaments, and special sports events.  
9.​ Assists in the necessary preparation for scheduled home sports contests or practices and adheres to 

scheduled facility usage times.  
10.​ Coordinates facility needs/repairs with maintenance and school employees.  
11.​ Provides proper safeguards for eminence and protection of assigned equipment.  
12.​ Recommends policy, method or procedural changes to the activities director.  
13.​ Monitors the grades and conduct of his/her participants.  
14.​ Provides assistance, guidance, and safeguards for each participant by his/her presence at all practices, 

games, while traveling, and when returning from off-campus events.  
15.​ Completes paperwork on all disabling athletic injuries on proper forms and submits to the activities 

director by the next school day.  
16.​ Directs student managers, assistants, and statisticians. 
17.​ Determines discipline, delineates procedures concerning due process when the enforcement of 

discipline is necessary, and communicates expectations with parent(s)/guardian(s) and student when a 
student is suspended, dropped or becomes ineligible.  
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18.​ Participates in the budgeting process with the activities director by submitting needs for the next 

season.  
19.​ Recommends/selects equipment and uniforms within budget appropriations.  
20.​ School employees who are coaches/sponsors are responsible for arranging with the principal's 

secretary for substitutes if they will miss class time because of events. The activities director may be 
contacted in an emergency.  

21.​ Understand drivers must meet district requirements to transport participants and must be at least 21 
years of age.  

22.​ Is accountable for all equipment in his/her program and submits notification to the activities director 
for any equipment lost, damaged, not returned, or returned after the due date.  

23.​ Arranges for issuing, storing, reconditioning of equipment, and submits annual inventory.  
24.​ Properly marks and identifies all equipment before issuing or storing.  
25.​ Secures all doors, lights, windows and locks and stores all equipment before leaving the building or 

area. Supervises locker room area before and after practice.  
26.​ Instills in each player a respect for equipment, school property, and their care and proper use.  
27.​ Responsible for maintaining good public relations with news media, parent(s)/guardian(s), officials, 

volunteers and fans.  
28.​ Responsible for reporting scores and information after every home contest to the designated press 

outlets. Statistics required by local media, league representatives, and athletic union will also be the 
responsibility of the head coach. These duties may be delegated.  

 
Job Description - Assistant Coach 
General Statement of Responsibility:  The duties of assistant coaches are to carry out the program planned 
by the head coach; to be of whatever assistance is required, and to perform delegated duties set forth by 
the head coach of that sport. 
 
Assistant Coach Duties 
1.​ Has a thorough knowledge of the rules and by-laws of the Iowa High School Athletic Association or 

the Iowa Girls High School Athletic Union, the WaMaC Conference, and the Independence School 
District as they pertain to his/her sport or activity, including the clearance of all staff members and 
participants.  

2.​ Understands the proper administrative chain of command and refers all requests or grievances 
through proper channels. Is aware of all public/staff/departmental meetings that require attendance.  

3.​ Maintains discipline and works to increase morale and cooperation within the school sports program.  
4.​ Assists in the necessary preparation to hold scheduled sports events or practices and adheres to 

scheduled facility usage times.  
5.​ Coordinates facility needs/repairs with maintenance and school employees.  
6.​ Provides proper safeguards for maintenance and protection of assigned equipment.  
7.​ Provides assistance, guidance, and safeguards for each participant by being present at all of his/her 

practices, games, while traveling and when returning from off-campus events.  
8.​ Is accountable to the head varsity coach for all equipment. Assists with issuing and collecting of 

equipment and submits to the head varsity coach annual inventory.  
9.​ Recommends to the head varsity coach budgetary items for next year in his/her area of the program.  
10.​ Secure all doors, lights, windows, locks and stores all equipment before leaving areas. Supervises 

locker room area before and after practice.  
11.​ Instills in each player a respect for equipment, school property, and their care and proper use.  
12.​ Assists the head varsity coach in carrying out his/her responsibilities.  
13.​ Instructs team members as to changes in the rules and teaches the fundamentals of the sport as 

outlined by the head coach.  

Coach-Sponsor Activities Handbook                ​ ​        Page 20 
 



 
14.​ Works within the basic framework and philosophy of the head varsity coach of the sport.  
15.​ Attends all staff meetings and carries out scouting assignments as outlined by the head varsity coach.  
16.​ Never criticize, admonish or argue with the head varsity coach or any staff members within 

ears or eyes of players and parents/guardians.  
17.​ Strives to improve skills by attending clinics and using resources made available by the Head Varsity 

Coach.  
18.​ School employees who are coaches/sponsors are responsible for arranging with the principal's 

secretary for substitutes if they will miss class time because of events. The activities director may be 
contacted in an emergency.  

19.​ Understand drivers must meet district requirements to transport participants and must be at least 21 
years of age.  

20.​ Guarantees all district equipment (including district vehicles) are used only for official school 
business and are operated safely.  

21.​ Performs other duties that are consistent with the nature of the positions and that may be requested by 
the head varsity coach.  

 
Liability Reminder  
1.​ Inform athletes and their parent(s)/guardian(s) of the inherent dangers and risks of your activity. 

When teaching skills and techniques, inform the athletes of the consequences of failing to perform 
that task properly.  

2.​ Do not allow athletes to participate without a physical or concussion form.  
3.​ Inspect equipment as to its safety. If faulty, be sure student access is restricted until replaced or 

repaired.  
4.​ Supervise your area and activity from start to finish. Do not allow athletes access to equipment or 

facilities without your presence, especially locker rooms, the weight room, wrestling room or 
gymnasium.  

5.​ Following injuries, notify administration.  
6.​ Keys: Coaches/Sponsors are held responsible for all keys issued to them. The loaning of keys to 

students for use in an unsupervised activity or any other purpose is prohibited. 
 
Media Contact Numbers 
TV 
KWWL​​ ​ ​ ​ ​ (800) 947-7746 or (319) 291-1240 
​ ​ ​ ​ ​ ​ Email Scores: kwwlnews@kwwl.com 
KCRG​ ​ ​ ​ ​ ​ (800) 332-5443 or (319) 398-8422 ​
​ ​ ​ ​ ​ ​ NewsLine9: (319) 365-9999​
KGAN​ ​ ​ ​ ​ ​ (319) 395-9060 or (800) 642-6140 
 
Newspaper 
Independence Bulletin Journal​ ​ ​ (319) 334-2557 
Winthrop News​​ ​ ​ ​ (319) 935-3027 
Cedar Rapids Gazette    ​​ ​ ​ (800) 397-8258 
​ ​ ​ ​ ​ ​ Fax (319) 398-5861 
Waterloo Courier    ​ ​ ​ ​ (800) 532-1455 or (319) 291-1444 
​ ​ ​ ​ ​ ​ Fax (319) 291-2069 
Des Moines Register  ​ ​ ​ ​ (800) 532-1455 
​ ​ ​ ​ ​ ​ Fax (515) 286-2504 
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Medical Information  
Upon injury, notify the parents/guardian of the type of injury. In most cases, the student will want his/her 
own doctor and this is his/her privilege. However, in an emergency or for first aid treatment, follow the 
emergency action plan (see Appendix C). Most schools have a doctor/trainer on hand at the football 
games and sometimes at other varsity events. In case of injury at practice or after a game, ensure that the 
student is safely able to drive home, if applicable. Also, it is good practice to follow up with a 
parent/guardian or the participant to show concern and determine what steps are needed for recovery.  
 
It is a good practice to see that the injured athlete gets medical attention as soon after an injury as is 
possible. The sooner medical attention is provided, the better for all concerned. Injuries suffered by 
athletes on out-of-town trips often develop into difficult problems. Fees by hospitals and doctors usually 
exceed our protection schedule and usually the home doctor ends up with 90% of the treatment and 10% 
of the fee. In addition to the problem of fees, the treatment administered does not always coincide with 
the home doctor’s methods.  
 
When a player is injured, we want him or her to have the best care possible. However, the attending 
physician should be informed that we wish to have the treatment given at home if possible. In most cases, 
by immobilizing and protecting the area, a boy/girl may be transported home where X-rays and treatment 
by a local physician is to be at all times respected. Check with parents if possible.  
 
Local Hospitals  
Buchanan County Health Center  
1600 1st St. E  
Independence, IA  50644 
Phone: (319) 332-0999 
Ambulance: 911 
 
Physical Therapists 
Buchanan County Health Center – Therapy Services 
1600 1st St. E  
Independence, IA 50644 
Phone: (319) 332-0851 
 
Millennium Therapy 
2300 Swan Lake Blvd 
Independence, IA 50644 
Phone: (319) 334-5155 
 
Prevention and Care of Athletic Injury Guidelines  
The head coach of each athletic activity is responsible for seeing that all known injuries that occur during 
practices and games are cared for properly.  
1.​ Use this procedure as a guideline. 
2.​ Deem the extent of the injury as major until finding otherwise.  
3.​ If the injury requires medical care, obtain the services of a doctor in attendance. If no doctor is 

available, call the ambulance/or rescue unit. 
4.​ A school official should accompany the student to the hospital when possible.  
5.​ As soon as possible, contact the student’s parents/guardians.  
6.​ Inform administration of serious injury. 

Coach-Sponsor Activities Handbook                ​ ​        Page 22 
 



 
 

Open Night (Board Policy 508.2) 
In keeping with good community relations, school events, activities, or practices must be completed by 
6:00 P.M. unless otherwise approved by the activities director. On Sunday, no official events will begin 
before noon and all events must be approved by the activities director. Failure to do so could result in the 
event being canceled.  
 
Out Of State Travel 
Guidance for out of state trips may be found under board policies 401.12 (link), 711.3 (link), and 606.7 
(link).   
 
Overnight Trip – Policy Suggestions  
1.​ Keep in mind, these trips are extensions of the school day and guidelines already in place govern 

actions and habits of both students and supervisors. No smoking or vaping, no alcoholic beverages, 
and conduct as per usual during the school day should be the expectation. 

2.​ Have a defined itinerary to give to parent(s)/guardian(s) and students, including time schedules, 
activities, money, and other needs (what to bring). 

3.​ List of all students, supervisors, parent/guardian, with phone numbers (home and work) also include a 
secondary phone number of a close relative.  

4.​ List of all administrators with phone numbers (home/work). 
5.​ Assign rooms, separating students from normal peer groups.  
6.​ Supervisor rooms are to be alternated between student rooms when possible. Students are never to be 

in any room other than those designated for the entire group. No one other than our group member is 
to be in our rooms unless given direct permission from the head sponsor.  

7.​ The number of supervisors/sponsors will be determined by the head sponsor, activities director and 
the principal. Expenses for spouses are not reimbursable unless acting as a supervisor/sponsor.  

8.​ Behavior contract signed by student including the following: expected rules of conduct, 
parental/guardian permission, parent/guardian phone numbers, doctor, medical needs/awareness, 
disciplinary measures to be taken (parents/guardian to come immediately and pick up any student 
who is violating trip rules). 

9.​ Prior to departure, luggage checks, limitations on amount of luggage per individual, review of 
overnight policy with all members, collection of all behavior contracts/parent/guardian permission, 
and make sure these items are carried by the head supervisor.   

10.​ Conduct room checks regularly, give room curfews and lights-out time limits, and block the ordering 
of movies/adult movies and long distance calls. Supervisors are to be very aware of the importance of 
following through with the policy statements. 

11.​ Upon return, make plans for students pick up at school.  An adult coach/sponsor is to remain on 
site until all students have left the school grounds following the out-of-town event.  

 
Parent/Guardian Meetings  
It is suggested that each head coach/sponsor conducts a parent/guardian meeting prior to the start of their 
competitive season. Communication is one of the best ways to avert trouble and gain support.  
 
Possible items to discuss with parents of the students in the program: 
●​ The activities conduct policy and training rules. 
●​ Proper training techniques and diet. 
●​ The treatment of injuries.  
●​ The coach’s/sponsor’s philosophy and the program’s goals and objectives. 
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●​ Review with the parents/guardians the tensions they may experience with a child playing or not 

playing. All of us feel our children are the best and want them to be happy. If they do not play, the 
coach/sponsor is usually blamed. The coach/sponsor will play his/her best participants. Participants 
have frustrations. They voice them and then usually go on and improve if others do not interfere.  

●​ Equipment the students will need to buy. 
●​ Requirements for lettering.   
●​ Policies regarding transportation, practice, and vacations (spring and winter). 
●​ Warnings of risk related to participation in the sport. 
●​ How conflicts can be resolved if they occur between two school programs. 
●​ Let the parent(s)/guardian(s) know you are open to questions and discussions. 
●​ Encourage parent(s)/guardian(s) to be positive. Do not tear the team down, and talk to the 

coach/sponsor if they have concerns.  
●​ Our program is an educational one. Students will grow from both positive and adverse situations.  
 
Security 
Police Station ​ ​ (319) 334-2520 
Sheriff Office​ ​ (319) 334-2567 ​(Emergency); (319) 334-2568 (Administrative) 
Highway Patrol ​ (319) 283-5521 
 
Staff Development/Clinic Policy  
The following are guidelines for coaches and sponsors in regard to attending clinics related to 
professional development. 
1.​ Sponsors/coaches are encouraged to attend professional development activities associated with their 

respective assignments. 
2.​ Expenses for one overnight activity will normally be paid for by the specific activity’s account. 

Expenses for more than one overnight activity (by a head coach/sponsor) will only be paid by the 
school district at the discretion of the activities director and principal. 

3.​ Assistant/middle school sponsors/coaches will be limited to one clinic per sport supported by the 
sports/activities account; other activities will need to be covered by the sponsor/coach. 

4.​ Clinics/professional activities, which involve absence from teaching duties, require advance approval 
by the administration.  

5.​ If the coach/sponsor is the only one attending a clinic, he or she is responsible for referring any new 
information to the other coaches and sponsors of that sport/activity.  

6.​ Out of state clinics are at the expense of the attending coach/ sponsor unless approved by the principal 
and activities director. 

7.​ Additional expenses for spouses are not reimbursable. 
 
Student Schedule Conflict Resolution Guidelines   
In the case of students who are involved in extracurricular activities scheduled at the same time, the 
following guidelines are to be used to resolve the conflict for students. 
1.​ State events including: Sectional, District or Regional contest shall have top priority.  
2.​ WaMaC events shall have the next priority. 
3.​ If a conflict exists because of postponement, the rescheduled event shall have the lowest priority 

unless it is a state event. 
4.​ A scheduled event shall have priority over a practice session. 
5.​ In case of a practice conflict, a sport in season shall have priority over a sport not yet playing in 

season. 
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6.​ If local events (those not assigned by the state) are scheduled on the same date, the coach and/or 

sponsors shall communicate well in advance to resolve the conflict for the student. In no case shall a 
student be placed in a position of conflict by the coach or the sponsor. 

7.​ Coaches and sponsors shall have the right to mutually resolve any student conflicts between 
themselves in spite of the above guidelines. 

8.​ If the conflict cannot be resolved, the principal shall resolve the conflict after consulting with the 
coach, sponsor, and the activities director. 

 

Weather Cancellations - Contests and Practices 
SCHOOL DELAY—NO MORNING PRACTICES 
Common sense prevails in this situation. If the weather prohibits school transportation from getting 
students to school on time, we CANNOT expect the student or their parents to drive to practice. We 
understand the decision to delay school may often come just before or at about the same time practices are 
scheduled to begin. Coaches/Sponsors utilize a phone tree or text messaging group so that information 
regarding practice cancellation can be delivered quickly to avoid students on the roads in adverse 
conditions. 
  
SCHOOL EARLY RELEASE—NO AFTERNOON PRACTICES, NO CONTESTS 
Again, if weather conditions deteriorate during the day to the point that school officials have concluded it 
is unsafe to transport students and be in session the entire day, we CANNOT have practices or contests.  
Optional workouts may be permitted at the discretion of the activities director in consultation with the 
superintendent.  Student safety is our utmost priority and we will not place students in dangerous 
situations on behalf of sports or activities. 
  
 
SCHOOL CANCELLATION—NO PRACTICES, NO CONTESTS 
If the weather is bad enough to cancel school, the district will NOT allow practices or contests to take 
place. However, if conditions significantly improve as the day progresses, voluntary workouts may be 
permitted at the discretion of the activities director in consultation with the superintendent. Student safety 
is our utmost priority and we will not place students in dangerous situations on behalf of sports or 
activities. 
  
Only in extreme situations will consideration be given to playing contests on days of early release and/or 
school cancellation. Those situations may include, but are not limited to, IHSAA and IGHSAU State 
competitions. Those considerations will be made by the activities director, principal, and superintendent. 
  
HEAT RELATED DECISIONS REGARDING PRACTICE/EVENTS 
HEAT RELATED DECISIONS REGARDING PRACTICE/EVENTS 
IHSAA/IGHSAU have guidelines for unsafe heat/humidity levels for outdoor practices and competitions. 
This guideline can be found at this link:  

●​ IHSAA/IGHSAU Wet Bulb Globe Thermometer Heat Modification Guide  
●​ Heat/Humidity Levels Chart  

 
In the event that the reading reaches the listed levels the appropriate modifications will be made. High 
school outdoor practices/events may occur later in the evening or be modified. Each occurrence will be 
evaluated independently, and a decision, from the high school and junior high administration, will be 
made in conjunction with the appropriate in-season coaches. 
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If you have any questions, please contact your building administration or Activities Director Justin Putz at 
jputz@indeek12.org or 319-334-7405. 
  
Weight Lifting 
It is the activities department's belief that athletes at Independence need to be involved in strength training 
to perform at their highest levels. With this in mind, we will be running a schoolwide weight program. 
Athletes in season will be required to lift two days a week. Coaches should schedule these times with the 
strength coaches or activities director. Athletes not in season should be lifting three days a week.  
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Appendix A 
Concussion Guidelines  
IOWA HIGH SCHOOL ATHLETIC ASSOCIATION and IOWA GIRLS HIGH SCHOOL ATHLETIC 
UNION CONCUSSION MANAGEMENT PROTOCOL  
 
IHSAA/IGHSAU Recommended Protocol When a Student Has Sustained a Concussion or other Brain 
Injury as Defined in Iowa Code Section 280.13C  
1. No student shall return to play/competition or practice (RTP) on the same day s/he sustained a 
concussion or brain injury.  
2. A licensed health care provider as defined in Iowa Code Section 280.13C should evaluate a student 
suspected of having a concussion or brain injury on the same day the injury occurs.  
3. After receiving medical clearance by a licensed health care provider as defined in Iowa Code Section 
280.13C, RTP shall follow a stepwise protocol with provisions for delayed RTP based upon the return of 
any signs or symptoms.  
4. Education of contest officials, school coaches and other appropriate school personnel, contestants, 
parents, and licensed health care providers. The Iowa High School Athletic Association and Iowa Girls 
High School Athletic Union will provide educational materials related to concussions and brain injuries 
developed by the CDC and other organizations knowledgeable about concussions.  
5. Removing students who exhibit signs, symptoms, & behaviors of a concussion or brain injury from 
participation, and their return to participation.  

●​ Coach Removal- If the student’s coach observes signs, symptoms, or behaviors consistent with a 
concussion or brain injury, during any kind of participation, i.e. practices, scrimmages, contests, 
etc., the student shall be immediately removed from participation and shall not return until the 
school’s designated representative receives written clearance to return from a licensed healthcare 
provider as defined in Iowa Code 280.13C.  

●​ Contest Official Removal- If a contest official observes signs, symptoms, or behaviors consistent 
with a concussion or brain injury, during scrimmages, contests, etc., the student shall be 
immediately removed from participation and a designated contest official at the contest/event 
must receive the written clearance to return from a licensed health care provider as defined in 
Iowa Code 280.13C before the student can return to participation in that contest/event, including 
an event that takes place over multiple days.  

 
Before allowing a student who has been exhibiting signs, symptoms, & behaviors of a concussion to 
return to participation (practice and/or competition), licensed health care providers as defined in Iowa 
Code 280.13C shall follow the return to participation protocol as provided in Chapter 54 of the Iowa 
Administrative Code. At events where the Iowa High School Athletic Association or Iowa Girls High 
School Athletic Union have provided licensed health care providers as defined in Iowa Code 280.13C, 
those licensed health care providers have final authority regarding RTP when a student has exhibited 
signs, symptoms, and behaviors consistent with a concussion.  
Adopted 122012 Amended 032719  
 
NOTE: Generally, each step should take a minimum of 24 hours. If post-concussion symptoms occur at 
ANY step, the student must stop the activity, and their health care provider should be contacted. If any 
post-concussion symptoms occur during this process the student should drop back to the previous 
asymptomatic level and begin the progression again after an additional 24-hour period of rest has taken 
place. 
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Pre-participation Information for Athletics 
All students wishing to participate in Independence Mustang Athletics must fill out the district’s forms 
BEFORE practice begins. These forms include concussion management protocol waiver and proof of a 
valid physical examination. Physical exams are valid for one calendar year (365 days). These forms will 
be filled out and collected electronically through each student's Bound account.  
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Appendix B 
Evaluation – Head Coaches 
 
 
 
 

​  
 

Justin Putz, Activities Director​​                        ​​ Julie Magee, Activities Secretary 
 

Independence  Activities 
Head Coach/Sponsor Formal Evaluation Tool  

 
Head Coach: ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  
 
Sport/Activity: ​ ​ ​ ​ ​ ​ ​ Date: ​ ​ ​ ​ ​  
 
Core Responsibility(ies) to be Evaluated: ​ ​ ​ ​ ​ ​ ​ ​  
 

This evaluation tool uses the Shape America National Standards for Sport Coaches (shapeamerica.org) 

Core Responsibility #1 

Set Vision, Goals and Standards for Sport Program 
The Coach establishes a clearly defined coaching philosophy and vision for their program. 
They develop, implement and manage the goals for the program, in collaboration with sport 
program directors. To meet this responsibility the coach: 

1-Exceeds ​ 2-Meets ​ 3-Developing​    4-Does Not Meet​   5-NA 

Standard 1​ 1​ 2​ 3​ 4​ 5 
Standard 1: The Coach develops and demonstrates an athlete-centered coaching philosophy.  

●​ Focusing on the development of the whole athlete, sport coaches prioritize opportunities for development over 
winning at all costs.  

●​ Coach provides opportunities for all and groups of athletes to reach their full potential within the sport. 
 
Standard 2​ 1​ 2​ 3​ 4​ 5 
Standard 2: Coach uses long-term athlete development with the intent to develop athletic potential, enhance physical literacy,  
                        and encourage lifelong physical activity.  

●​ Coach understands and implements developmentally appropriate principles associated with long-term athlete 
development (e.g., American Development Model). 

 
Standard 3​ 1​ 2​ 3​ 4​ 5 

Standard 3: Coach creates a unified vision using strategic planning and goal-setting principles. 
●​ The Coach creates and implements goals important to the physical, behavioral and social development of the athlete. 

The goals are aligned with the coach’s program vision, coaching philosophy, and  long-term athlete development. 
 
Standard 4​ 1​ 2​ 3​ 4​ 5 
 
Standard 4: Coach aligns the  program with all rules and regulations and needs of the community and individual athletes. 

●​ Coach follows the applicable national, regional, local, and institutional rules and regulations to ensure the program is 
in compliance, and eligible to compete.  
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●​ Coach abides and supports all school and district policies (weather, church night, etc.)  
●​ Coach also aligns the program with the needs of the community and individual athletes. 

 

Standard 5​ 1​ 2​ 3​ 4​ 5 

Standard 5: Coach manages program resources in a responsible manner.  
●​ Coach manages program documents. The coach has a basic understanding of fiscal and facility management specific to 

the program. 

Evaluator Comments and Artifacts Submitted 
 

 

Core Responsibility #2 

Engage in and Support Ethical Practices 

The Coach understands the importance of ethical practices, engages in ethical behavior, 
abides by codes of conduct affiliated with their sport and coaching context, and teaches 
ethical behavior in their program. To meet this responsibility the coach: 

1-Exceeds ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ 5-NA 

Standard 6​ 1​ 2​ 3​ 4​ 5 
Standard 6: Coach abides by the code of conduct within their coaching context. 

●​ Coach follows the code of conduct established by the governing bodies of the sport including international, national, 

regional and/or local organizations. 

Standard 7​ 1​ 2​ 3​ 4​ 5 
Standard 7: Coach models, teaches and reinforces ethical behavior with program participants. 

●​ Coach identifies the model, and teaches appropriate ethical behavior for their sport context and models it for their 

athletes. They make a deliberate effort to reinforce ethical behavior among their athletes. 

Standard 8​ 1​ 2​ 3​ 4​ 5 
Standard 8: Coach develops an ethical decision-making process based on ethical standards. 

●​ The Coach recognizes the role of ethics in making decisions.  
●​ They evaluate decision-making options using ethical approaches, determine the best course of action, and reflect 

upon their action to improve ethical decision-making in the future. 

 
 
Evaluator Comments and Artifacts Submitted 
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Core Responsibility #3 

Build Relationships 
The Coach develops competencies to effectively communicate, collaborate, educate and 
support all stakeholders associated with the sport program (e.g., athletes, administrators, 
assistant coaches, support staff, referees, sports medicine professionals, program 
supporters, parents, media). To meet this responsibility the coach: 

1-Exceeds ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ 5-NA 

Standard 9​ 1​ 2​ 3​ 4​ 5 
Standard 9: Acquire and utilize interpersonal and communication skills. 

●​ Coach builds positive relationships with all stakeholders. This includes learning to engage in conversation, actively 
listening, understanding another’s perspective, navigating personality styles, negotiating, maintaining self-control, and 
resolving conflicts.  

●​ Coach also makes concerted efforts to develop positive coach-athlete relationships that are based on trust, 
commitment, clear expectations, appropriate interactions, constructive feedback, and support.  

●​ Coach works to develop their oral and written communication skills to concisely and clearly communicate information, 
elicit community support, and advocate for the program. 

 
Standard 10​ 1​ 2​ 3​ 4​ 5 
Standard 10: Develop competencies to work with a diverse group of individuals. 

●​ Coach develops socio-cultural competencies to embrace and include diverse individuals (e.g., gender, race/ethnicity, 
religion, disability, sexual orientation, culture, socioeconomic status, etc.).  

●​ These competencies include understanding how one’s own background may affect how one interacts with others, 
understanding and appreciating others different from oneself, and appreciating how socio-cultural norms, practices, 
and hierarchies in sport may influence stakeholders in positive and negative ways. 

 
Standard 11​ 1​ 2​ 3​ 4​ 5 
Standard 11: Demonstrate professionalism and leadership with all stakeholders. 

●​ Coach cultivates their leadership skills in demonstrating professionalism with all stakeholders.  
●​ They use leadership and management principles to help all stakeholders adopt the program vision, core values, and 

mission as well as encourage appropriate involvement. 

 
Evaluator Comments and Artifacts 
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Core Responsibility #4 

Develop a Safe Sport Environment 
The Coach creates an emotionally and physically safe sport environment by following the 
practices outlined by sport organizations, coaching science, and state and federal laws. To 
meet this responsibility the coach:  

1-Exceeds ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ 5-NA 

Standard 12​ 1​ 2​ 3​ 4​ 5 
Standard 12: Create a respectful and safe environment which is free from harassment and abuse. 

●​ Coach treats athletes and all program personnel with respect.  

●​ They also use their personal and official power in a responsible manner to reduce the potential for and report abuse 

and/or sexual harassment.  

●​ Coach is proactive in preventing bullying and/or hazing behavior on the part of the athletes, staff or spectators 

Standard 13​ 1​ 2​ 3​ 4​ 5 
Standard 13: Collaborate with program directors to fulfill all legal responsibilities and risk management procedures associated  
                         with coaching. 

●​ Coaches understand the legal responsibilities of their position. Sport coaches identify and minimize potential risks 

based on sound risk management practices. 

Standard 14​ 1​ 2​ 3​ 4​ 5 
Standard 14: Identify and mitigate physical, psychological, and sociocultural conditions that predispose athletes to injuries. 

●​ Coach is aware of how health status, body structure, physical conditions, and periods of growth can predispose 

athletes to common injuries specific to the sport.  

●​ Coach is aware that an athlete’s lack of sleep, fatigue, poor nutrition, and/or emotional state could warrant a change 

in practice plans to avoid injury. 

Standard 15​ 1​ 2​ 3​ 4​ 5 
Standard 15: Monitor environmental conditions and modify participation as needed to ensure the health and safety of  
                          participants. 

●​ Coach follows standards set forth by national safety organizations and/or local/state laws in regard to monitoring 

environmental conditions (i.e., facilitation of hydration) to modify or stop play.  

●​ Coach works with qualified sport medicine professionals to monitor environmental conditions such as heat, cold or 

lightning. 

Standard 16​ 1​ 2​ 3​ 4​ 5 
Standard 16: Reduce potential injuries by instituting safe and proper training principles and procedures. 

●​ Coach implements safe training procedures. They ensure safe facilities and equipment, institute safe practice 

procedures, and supervise athletes during practice.  

●​ The Coach recognizes the biomechanical factors that underlie the causes of acute and chronic injuries relative to their 

sport and follow proper physiological training principles to avoid overtraining or injury. 

Standard 17​ 1​ 2​ 3​ 4​ 5 
Standard 17: Develop awareness of common injuries in sport and provide immediate and appropriate care within scope of  
                          practice. 

●​ Coach is trained in CPR/first aid and concussion awareness and prevention. In response to an injury, sport coaches 

activate the emergency action plan. They also respond to the injury and/or refer the athlete to proper healthcare 

professionals. 

Standard 18​ 1​ 2​ 3​ 4​ 5 
Standard 18: Support the decisions of sports medicine professionals to help athletes have a healthy return to participation  
                          following an injury. 

●​ Coach works with sports medicine professionals to ensure a successful return to full participation following injury.  
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●​ Coach will provide a supportive environment that helps the injured athlete maintain social interactions during 

rehabilitation and address psychological issues with return to participation (e.g., self-confidence, motivation, fear of 

injury, etc.). 

 
Standard 19​ 1​ 2​ 3​ 4​ 5 
Standard 19: Model and encourage nutritional practices that ensure the health and safety of athletes. 

●​ The Coach uses sound nutritional practices (i.e., research-based, proven safe and effective) with their athletes and in 

their own lives to promote a healthy lifestyle. They will promote dietary habits that fuel the athlete in a safe and 

healthy manner and encourage a healthy body image.  

●​ Coach is proactive in identifying potential eating disorders and referring athletes for appropriate professional 

assistance. 

Standard 20​ 1​ 2​ 3​ 4​ 5 
Standard 20: Provide accurate information about drugs and supplements to athletes and advocate for drug-free sport  
                          participation. 

●​ Coach is a reliable source of information about specific supplements/drugs by obtaining current, research-based 

information related to supplements/drugs and their potential impact on performance and health.  

●​ The Coach will intervene and/or refer athletes to appropriate experts when significant changes in body composition, 

physical appearance, personality, and uncharacteristic behaviors that may be drug-related are observed. 

 
Evaluator Comments and Artifacts Submitted 
 
 
 
 
 
 

Core Responsibility #5 

Create a Positive and Inclusive Sport Environment 
The Coach develops practices to maximize positive outcomes for their athletes by building 
season plans that promote physical, psychological and social benefits for their athletes and 
encourage participation in sport. Coaches implement strategies to promote participation of 
all athletes. To meet this responsibility the coach: 

1-Exceeds ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ 5-NA 

Standard 21​ 1​ 2​ 3​ 4​ 5 
Standard 21: The Coach implements a positive and enjoyable sport climate based on best practices for psychosocial and  
                          motivational  principles to maximize athlete and team well-being and performance. 

●​ The Coach creates a positive sport climate by emphasizing effort and learning, encouraging athletes to keep winning in 

perspective, and promoting lifelong physical activity as an enjoyable endeavor. They help athletes learn from mistakes, 

improve their skills, and challenge their capabilities in an inviting and supportive environment.  

●​ Coach encourages athletes’ personal responsibility and decision-making, builds confidence, and creates an 

environment where collectively the team can grow and work together toward a positive outcome for the team.  

●​ TheCoach promotes athlete well-being and provides appropriate assistance and referral for mental health issues. 

 
Standard 22​ 1​ 2​ 3​ 4​ 5 
Standard 22: The Coach builds inclusive practices into the program for all groups (e.g., race/ethnicity, gender/gender  

        identity/gender expression, religion, socioeconomic status, sexual orientation, nationality, etc.) which are aligned  
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        with current legal and ethical guidelines. 

●​ Coach welcomes all eligible athletes and implements strategies to encourage the participation and value the 

contribution of underrepresented and disadvantaged groups.  

●​ To effectively promote inclusivity, sport coaches follow legal (e.g., ADA, Title IX, etc.) and ethical guidelines to ensure 

all athletes have equal opportunity to participate in athletics. 

Standard 23​ 1​ 2​ 3​ 4​ 5 
Standard 23: The Coach understands the importance of including athletes with disabilities in meaningful participation in  

        established sport programs and considers options for athletes who cannot participate in traditional sport  
        opportunities. 
●​ Coach includes athletes with disabilities with necessary accommodations that do not interfere with the integrity 

of the game or equal opportunities for all athletes, with and without disabilities, to be competitive.  

●​ The Coach will work with administrators to provide appropriate alternatives if athletes with disabilities cannot 

participate in a traditional version of the sport. 

 
 
 
Evaluator Comments and Artifacts Submitted 
 
 
 
 
 
 
 
 
 
 

Core Responsibility #6 

Conduct Practices and Prepare for Competition 
The Coach draws upon current coaching science, sport-specific knowledge, and best 
practices to conduct quality sport practices, prepare athletes for competition, and effectively 
manage contests. This practice can be framed around how coaches plan, teach, assess 
and adapt in practices and competition. To meet this responsibility the coach: 

1-Exceeds ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ 5-NA 

Standard 24​ 1​ 2​ 3​ 4​ 5 
Standard 24: Create seasonal and/or annual plans incorporating developmentally appropriate progressions for instructing  

        sport-specific skills based on best practices in motor development, biomechanics, and motor learning. 
●​ Coach structures plans that consider anticipated individual variability in physical, behavioral and social maturity 

over the course of the season/year.  

●​ Coach plans for appropriate skill progressions based on the type of sport-specific skill and athletes’ stages of 

learning, memory and attention capabilities, motivation, etc. 

Standard 25​ 1​ 2​ 3​ 4​ 5 
Standard 25: Coach designs appropriate progressions for improving sport-specific physiological systems throughout all phases  
                          of the sport season using essential principles of exercise physiology and nutritional knowledge. 
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●​ Coach understands the basic principles and applications of training and program design. They are responsible for 

the physical training and conditioning that facilitates athlete development and performance. Although important 

to know these principles in relation to sport, it's also necessary to consider the principles holistically since many 

athletes are multi-sport athletes. 

●​ Coach designs training programs and periodization plans that properly utilize physiological and biomechanical 

principles and implement nutritional guidelines for healthy eating to ensure optimal performance. 

Standard 26​ 1​ 2​ 3​ 4​ 5 
Standard 26: Coach plans practices to incorporate appropriate competition strategies, tactics and scouting information. 

●​ Coach identifies, develops and applies competitive sport strategies and specific tactics appropriate for the age 

and skill levels of the participating athletes, unique characteristics of the competitive situation, and scouting 

information.  

●​ Coach involves athletes in selecting competitive strategies and seeks to facilitate the strategic decision-making 

capabilities of all athletes. 

Standard 27​ 1​ 2​ 3​ 4​ 5 
Standard 27: Coach incorporates mental skills into practice and competition to enhance performance and athlete well-being. 

●​ Coach incorporates mental skills training at all age levels to increase learning and performance, but also as part of 

the holistic development of the athlete. The Coach  provides training for mental skills (e.g., goal setting, arousal 

regulation, attention control, imagery/visualization, self-talk) through a model that allows athletes to progress in 

their development of these skills and peak at appropriate times during the season.  

●​ Coach helps athletes develop a mental competition plan that includes pre-competition preparation, contingency 

plan for errors during competition, and managing stress. 

Standard 28​ 1​ 2​ 3​ 4​ 5 
Standard 28: Coach creates intentional strategies to develop life skills and promotes their transfer to other life domains. 

●​ Coach plans strategies to teach important life skills (e.g., teamwork, leadership, persistence, social and emotional 

skills). 

●​ The Coach shows athletes how life skills can be useful in life domains outside of sport to increase the likelihood 

that they will be learned, practiced, and developed. 

 
 
 
Standard 29​ 1​ 2​ 3​ 4​ 5 
Standard 29: Coach understands components of effective contest management. 

●​ The Coach understands the importance of preparing facilities for competition, securing licensed officials, and 

promoting and demonstrating positive behavior to all officials, coaches and spectators. 

 
Standard 30​ 1​ 2​ 3​ 4​ 5 
Standard 30: Coach knows the skills, elements of skill combinations and techniques, competition strategies and tactics, and the  
                          rules associated with the sport being coached. 

●​ The Coach possesses a deep understanding of all aspects of their particular sport and is aware of the rules, 

techniques, and competition strategies and tactics of the sport 

Standard 31​ 1​ 2​ 3​ 4​ 5 
Standard 31: Coach develops and utilizes pedagogical strategies in daily practices. 

●​ The Coach knows and uses a variety of pedagogical approaches and instructional methods to help athletes learn 

techniques and tactics (e.g., accurate and timely demonstrations, games-based learning, problem-solving 

activities). 

●​ The Coach also diversifies these instructional strategies based on the needs of their athletes. 

Standard 32​ 1​ 2​ 3​ 4​ 5 
Standard 32: Coach crafts daily practice plans based on sound teaching and learning principles to promote athlete  
                          development and optimize competitive performance. 

●​ The Coach creates daily practice plans using practice plan guidelines (e.g., opening comments, warm-up, practice 

objectives, appropriate progression of skills and conditioning, cool down, closing comments, post-practice 
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reflections) and teaching and learning principles (e.g., enhancing time on task, planning for complexity to 

appropriately challenge athletes, simulating competition situations, instituting behavioral management practices, 

pacing instructional cues, providing feedback contingent upon performance, checking for athlete understanding 

and comprehension, etc.). 

Standard 33​ 1​ 2​ 3​ 4​ 5 
Standard 33: Coach uses appropriate motivational techniques to enhance performance and athlete engagement during  
                          practices and competitions. 

●​ The Coach follows best practices in motivating athletes and considers individual differences in motivation and the 

effects of intrinsic and extrinsic rewards.  

●​ Coach communicates in ways that maximize motivation by focusing on positive corrective instruction, using 

encouragement, emphasizing effort and improvement and other factors athletes can control. 

Standard 34​ 1​ 2​ 3​ 4​ 5 
Standard 34: Coach implements appropriate strategies for evaluating athlete training, development, and performance. 

●​ Coach evaluates athlete progress and performance to assist in making decisions about athlete training, 

development and performance. 

●​ The Coach will use evidence-based strategies and tools as well as athlete input to make decisions regarding 

athlete selection, assignment of team roles, goal setting and training plan development, daily evaluation of 

progress, and incorporation of technology in training. 

Standard 35​ 1​ 2​ 3​ 4​ 5 
Standard 35: Coach will engage athletes in a process of continuous self-assessment and reflection to foster responsibility for  
                          their own learning and development. 

●​ Coach provides athletes with the tools to evaluate their progress and encourage them to take initiative to make 

improvements in their own development.  

●​ The Coach teaches athletes to self-assess in order to nurture autonomy and decision-making skills, and to learn 

from mistakes. 

Standard 36​ 1​ 2​ 3​ 4​ 5 
Standard 36: Coach adjusts training and competition plans based on athlete needs and assessment practices. 

●​ Coach adjusts periodization/season plans based on athlete progression, physical and mental health, modification 

of goals, etc.  

●​ The coach also adjusts skills and tactics based on success and areas needing improvement throughout the 

season. 

 
 
 
Standard 37​ 1​ 2​ 3​ 4​ 5 
Standard 37:  Coach uses strategic decision-making skills to make adjustments or improvements or change course throughout a  

                           competition. 

●​ The Coach will make adjustments during competition considering factors like the underlying principles of strategy 

and tactics within the sport and the skills and patterns of play of the opponent. 

●​ Coach also maintains self-control and monitors stress levels to facilitate effective decision-making. 

 
 
 
Evaluator Comments and Artifacts 
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Core Responsibility #7 

Strive for Continuous Improvement 
The Coach continually improves through self-reflection, mentorship, professional 
development, evaluation, and self-care. To meet this responsibility the coach: 

1-Exceeds ​ ​ 2-Meets ​ 3-Developing​​ 4-Does Not Meet​ ​ 5-NA 

Standard 38​ 1​ 2​ 3​ 4​ 5 
Standard 38: Coach regularly engages in self-reflection or peer-reflection to deeply examine situations, generate potential  
                          solutions, and think through those solutions. 

●​ The Coach takes time to examine situations in greater depth by gathering insight from peer coaches and players 

and use these insights to improve coaching practice.  

●​ Coach will evaluate decision-making throughout the process and recognize that ambiguity exists, which makes 

regular reflection as well as systematic observations and guided trial and error important endeavors to improve 

coach practice. 

Standard 39​ 1​ 2​ 3​ 4​ 5 
Standard 39: Coach develops an evaluation strategy to monitor and improve staff and team performance. 

●​ The Coach develops an evaluation strategy that fits with their seasonal demands, focus on continual improvement, 
and involve a range of stakeholders, such as players, coaching staff, administrators, support staff, and parents. 

 
Standard 40​ 1​ 2​ 3​ 4​ 5 
Standard 40: Coach improves coaching effectiveness by seeking to learn the latest information on coaching through various  
                           avenues of coach development. 

●​ Coach becomes a continual learner by taking inventory of what they know and what they need to learn through 

performance improvement plans and needs analyses. Coach seeks to improve through a variety of professional 

development and continuing education activities.  

●​ The Coach searches for the latest information on coaching, including sport science research and practical coaching 

information. 

Standard 41​ 1​ 2​ 3​ 4​ 5 
Standard 41: Coach engages in mentoring and communities of practice to promote a learning culture and continual  
                          improvement. 

●​ The Coach serves as mentors and continually seeks new mentors in their ongoing development. 

●​ Coach seeks communities of practice (circles of coaches discussing coaching issues and means for improvement) 

to help promote a learning culture and continual improvement 

Standard 42​ 1​ 2​ 3​ 4​ 5 
Standard 42: Coach maintains work-life harmony and practices self-care to manage stress and burnout. 

●​ Coach develops strategies to manage the stress experienced in coaching and develop strategies to preserve 

work-life harmony. By being physically and mentally healthy, coaches can be the best for themselves, their 

athletes, and their social communities. 

Evaluator Comments and Artifacts 
 
 
 
 
 
 
Evaluator Summative Comment                    
       

Coach-Sponsor Activities Handbook                ​ ​        Page 37 
 



 

Appendix B 
Evaluation – Assistant and Junior High Coaches 
 

 
  Assistant/Jr High Coach/Sponsor 

  Coach Name   

  Sport/Activity   

   

  LEVELS OF PERFORMANCE 

    

Exceeds 
Expectations 

Meets 
Expectations 

Below 
Expectations 

I. PERSONAL CHARACTERISTICS       

1. Self-control and poise       

2. Emotional stability       

3. Punctuality        

4. Enthusiasm in working with students       

II. LEADERSHIP QUALITIES       

5. Relationships with other staff       

6. Cooperation with co-workers/supervisor       

7. Attention to duties assigned       

8. Willingness to assume extra duties       

9. Ability to motivate       

10. Supervision of locker room       

11. Acceptance of duties assigned by Head Coach       

12. Loyalty to Head Coach and Coach's system       

III. PROFESSIONAL KNOWLEDGE       

13. Knowledge of Sport       

14. Teaching Ability        

15. Care of Equipment       

16. Intensity of interest in coaching       

    

    
     

Coach's Signature  Date 

     
     

Evaluator's Signature  Date 
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Appendix C 
Emergency Action Plans 

 
For All Medical Emergencies 

1.​ Immediate care of the injured person provided by a health care professional or trained individual.  
2.​ Call 9-1-1: 

a.​ Give:  
i.​ Name of caller and title/position 

ii.​ Address of injured person.  Determine where EMS is coming from and provide 
directions using the map above, if needed.   

iii.​ Phone number of phone you are calling from 
iv.​ Condition of person 

1.​ Conscious or Unconscious  
2.​ Excessive bleeding 
3.​ Open fracture  
4.​ Etc. 

v.​ Treatment provided 
vi.​ Location of injured athlete at venue (ex. Northeast corner of the gym) 

3.​ Retrieve emergency equipment. 
4.​ Direct EMS to scene: 

a.​ Ensure all gates and doors are unlocked.  
b.​ Designate individuals to “flag down” and direct EMS to injured athletes.  
c.​ Scene control: limit scene to needed personnel and move bystanders away from the area. 

Addresses: 
Independence Jr/Sr High School: 700 20th Ave SW  
Tennis Courts: 700 20th Ave SW  
Lyle Leinbaugh Field: 1207 1st St W (Football/Soccer/Track) 
Mustang Way Park: 1207 1st St W (Baseball/Softball) 
West Elementary: 1301 1st St W  
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Appendix D 
Fundraising Form 
Contact Activities Director Justin Putz for submission of Fundraising Form on Google Forms.  
 
Independence Community Schools 
  
Activity Fund Request Form 
 
*Required 
 
Date of Request* 
 
 
Building 
What building are you requesting from 
 
 
Name of Group/Team/Organization* 
 
 
Purpose of Fundraising* 
 
 
Description of Item to be Sold* 
 
 
Cost of Items to be Sold* 
 
 
Date you will be Selling Item* 
 
 
Will the Items be Sold in the School, Community or Both* 

o​ School 
o​ Community 
o​ Both 

 
In What Other Fundraising Projects is your Group Involved* 
 
 
Estimated Profit from Fundraiser* 
 
 
Sponsor Signature 
 
 
Building Principal 
 
 
Activities Director 
 
 
Never submit passwords through​  
Google Forms​ ​  
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Appendix E 
Activities Department Purchase Order Procedure 
 
All payments are processed through the school's purchase order system.  When you are ordering or doing 
entry fees, a purchase order number will be assigned to the order.  Every invoice will have its own 
purchase order number, so please make sure that you have a unique purchase order number for every 
invoice or order.  Contact the activities director or the activities department secretary before you place an 
order.  If you aren't sure of the exact amount, provide an estimate.  Please plan ahead. The payment 
process takes a while, and it’s very difficult to pay invoices outside of the normal schedule.   
 
The district needs to pay bills with a purchase order/check whenever possible.  If you have something that 
needs to be ordered with a Visa, please contact us and we will help you use the school's credit card.  Do 
NOT keep the credit card information, and do not use it without permission.  Print out details of the order 
or forward emails to the activities secretary for processing.  ​
 
The school district is tax-exempt and cannot pay sales taxes for purchases.  If you are charged sales tax, 
you will be responsible for contacting the business to get that charge removed.   
​
If you are ordering from Amazon, send links to the activities secretary to process the order.  The school 
has an Amazon account that will invoice the school and will process as tax-exempt.  Please do not order 
through your personal account and request reimbursement, and do not use the school’s Visa on a personal 
Amazon account. 
​
If you are purchasing from a local store (Norbys, Hardware Hank, etc.), please ask them to charge the 
school account.  You should take the assigned PO number with you and ask them to put it on the invoice.   
 
If you are purchasing from WalMart, please use the school’s WalMart charge card.  There is a number on 
the back that will process as tax exempt.  It is very important that they use this number before ringing up 
the order.  If you forget to do so, you will be responsible for returning all items and having them 
re-charged as tax exempt.    
 
As a last resort, you can purchase items and request reimbursement.  The activities department will need 
the invoice/receipt. The school district cannot reimburse sales tax.  This is not the best way to record 
purchases, and should be avoided whenever possible.   
 
Here is a general timeline for payments: 

●​ School board meeting is the 3rd Monday of the month (you can verify this date on the school's 
calendar) 

●​ 14 days before the meeting, your invoices are due to the activities secretary for processing. 
●​ 10 days before the meeting, the activities secretary has to have all items delivered to the 

administration building for payment.   
●​ The checks mail the day after the board meeting, after the expenses have been approved by the 

board.   
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Appendix F 

Activity Standards 
The following Activity Standards establish the rules/expectations by which students shall conduct 
themselves if they choose to take advantage of the privileges afforded them by participation in activities. 
Students participating in activities shall commit themselves to meet these standards, and any/all relevant 
Independence Community School District board policies, at all times and in all places (365 days a year). 
  
I.  STATEMENT OF PHILOSOPHY 
Activities are an integral part of Independence Community School District grades 7-12 because 
participation in these provides students with the opportunity to develop skills in communication, conflict 
resolution, decision-making, goal setting, and leadership as well as using their own abilities.  
 
Participants in school-sponsored activities will be held to a higher standard than other students, 
throughout the school year, because they are representing the Independence Community School District to 
our public. The activities director and/or designee may declare a student ineligible to participate in an 
activity when the conduct of that student has been determined to be contrary to or in violation of the 
established rules and regulations set forth in these standards. 
  
II.  APPLICABLE ACTIVITY PROGRAMS 
Students who are participating in school activities are subject to the school rules, which apply to all 
students as well as to the Activity Standards. These standards for behavior apply to all extracurricular 
activities, including but not limited to: 

●​ All athletic teams 
●​ Fine Arts 
●​ Speech contests 
●​ All co-curricular clubs 
●​ Jazz Band 
●​ AV Tech Club 
●​ Class Officer 
●​ Cheerleading 
●​ FFA 
●​ All honorary offices, including but not limited to, royalty 
●​ Dance Team 
●​ Student Council 
●​ National Honor Society 
●​ Any other school activity where the student represents the school outside the classroom. (i.e. 

overnight trips) 
  
III.  DEFINITIONS 

●​ Competition/performance means a specific event that is a component of a program whether it is a 
contest, a social activity (including, but not limited to, prom and homecoming), performance, or a 
school-sponsored trip that is part of the activity, etc. 

●​ Offense occurs when a student is determined by a school official to have violated the Activity 
Standards. Such violations shall be counted cumulatively from year to year (grades 9-12), 
regardless of the specific standard that is violated. Junior high students must also abide by these 
standards. However, any violations incurred prior to ninth grade will not be carried forward to 
ninth grade. 
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●​ Possession with regard to alcohol, drugs, simulated controlled substances, tobacco, and vaping is 

not allowed. Possession shall mean under the actual control of or on the student's person, 
contained in property under the student's personal control, or accessible to the student and the 
student has knowledge of the prohibited substance's presence. 

●​ School days shall mean days when school is in session, (i.e., Monday through Friday, except state 
and/or national holidays). 

●​ Board Policy 503.1, referencing student conduct, is a body of school rules and regulations 
independent from these Athletic Standards. Any student behavior that violates 503.1 as well as 
Board Policy 503.4, referencing behavior of activity participants, will incur penalties under both 
sets of rules and regulations. 

●​ Year as it is used in this policy is to mean any twelve-month period. 
  
IV.  APPLICATION OF THE ACTIVITY STANDARDS 
Appropriate student behavior is required by and impacts all activities in which a student participates. If a 
student is participating in multiple activities at the time of a violation, the student loses privileges in all 
activities. If at the time of the violation, the student is not currently participating in any activity, then the 
student's period of ineligibility shall apply to the first activity or activities in which the student 
participates. Thus, disciplinary action may carry over from one activity to another and may carry over 
from one school year to the next. A student must finish the activity in good standing with the head 
coach/sponsor for the eligibility to count.  
 
 V.  CONDUCT REQUIREMENTS 
Students shall abide by these Activity Standards at all times and in all places during their high school 
careers. Expected behavior, for activity participants, reflects the generally accepted social and moral 
requirements of the community, is legal, and at all times reflects respect for and sensitivity to other 
persons, and a respect for their rights, property, and dignity. 
  
VI.  VIOLATIONS 
Violations of these Activity Standards include but are not limited to the following prohibited conduct and 
actions. 
 
Students shall not: 

●​ Sell, manufacture or distribute illegal drugs, controlled substances, imitation controlled 
substances or drug paraphernalia. 

●​ Possess, use, or threaten to use any instrument that is generally considered a weapon or an 
imitation weapon or an explosive. 

●​ Possess, use, or be under the influence of illegal drugs, controlled substances, imitation controlled 
substances, vaping, or drug paraphernalia. 

●​ Possess, use, or be under the influence of alcoholic beverages. 
●​ Assault or physically or sexually abuse any person. 
●​ Use, possess, and/or transmit tobacco or imitation substances. 
●​ Damage, destroy, vandalize or steal school property, and/or personal property of employees, 

students, visitors to the school, or district patrons. 
●​ Participate in any conduct that, in Iowa, is illegal, whether or not an arrest or conviction occurs, 

except simple misdemeanor traffic violations. 
●​ Have founded cases of bullying, harassment, or discrimination based on but not limited to age, 

color, creed, national origin, race, religion, marital status, sex, sexual orientation, gender identity, 
physical attributes, physical or mental ability or disability, ancestry, political party preference, 
political belief, socioeconomic status, or familial status. 
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●​ Have other conduct, in the view of an administrative council composed of Jr/Sr High Principal, 

Jr/Sr High Assistant Principal and Jr/Sr High Activities Director, that portrays our school, district 
or the Independence community in a negative manner. 

  
VII.  DETERMINATION OF VIOLATION 
Prior to making a final determination on any violation of the Activity Standards, the activities director 
and/or designee shall: (i) be informed of the allegations and (ii) perform an appropriate investigation; and 
the student shall (i) be notified, orally or in writing, of the allegations against the student and the basis of 
the allegations and (ii) be given an opportunity to respond to the allegations. 
  
The Independence Community School District may determine there has been a violation of its Activity 
Standards whether or not criminal charges have been filed, whether a student's trial is pending, or whether 
or not the student is found guilty by a court of law as long as there is reasonable evidence to support the 
finding of a violation. 
  
Once the determination is made that a student has violated the Activity Standards, the activities director 
and/or designee shall impose the appropriate consequence(s). The student and his/her parent(s)/guardian 
shall be informed in writing of this decision (the nature of the violation and the determination of the 
consequences(s)) by mail to the address the school/district has on file within five school days. In addition, 
the parent(s)/guardian(s) will be notified orally, if possible. 
  
 
VIII.  PENALTIES FOR VIOLATION(S) 
Any student who, after an appropriate investigation and communication, is found to have violated any 
Activity Standard, is subject to a loss of eligibility as follows: 
  
First Offense: First offense within the student’s high school career will result in a 20% ineligibility period 
of activity contest, or performance. In the case where there are limited performances (musicals, plays, or 
speech contests) the penalty will be one (1) contest or performance. This may be reduced to 10% if the 
student attends an approved professional counseling session within the two weeks of ineligibility and 
provides proof of attendance (except in case where penalty is already only one (1) contest). The student 
will also be required to complete four (4) hours of community service approved by administration outside 
of regular school hours. 
  
Second Offense: Second offense within the student’s high school career will result in the student being 
ineligible for 50% of the activities, contests or performances. In the case where there are limited 
performances (musicals, plays, and speech contests), the penalty will be two (2) contests or performances. 
The student must attend an approved professional counseling session within the two weeks of ineligibility 
and provide proof of attendance. The student will also be required to complete eight (8) hours of 
community service approved by administration outside of regular school hours. 
  
Third Offense: Third offense within the student’s high school career will result in a one (1) year 
ineligibility period. 
  
Fourth Offense: Fourth offense within the student’s high school career will result in the student being 
prohibited from participating in activities for the remainder of the student’s high school career. 
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IX.  SUSPENSION/EXPULSION UNDER THE ACTIVITY STANDARDS 
If a student receives an out of school suspension or expulsion because of a violation of board policy 
(503.1), the student will not be allowed to participate for the comparable period of time in any activity, 
including practices, meetings, and competitions/performances and will be denied all school transportation 
to or from such practices, meetings, and/or competitions/performances for the duration of the suspension 
or expulsion. 
  
In the event a student receives an in-school suspension (per the board policy 503.1), the coach/sponsor 
will determine whether attendance at a practice, a meeting, and/or competition/performance is permitted 
during the length of the in-school suspension. 
 
 
X. STUDENT APPEAL 
Any student who is found by the administration to have violated the Activity Standards may appeal this 
determination to the superintendent by contacting the superintendent within three (3) days of being 
advised of the violation. The penalty will be in effect pending the superintendent’s decision. 
  
If the student is still dissatisfied, he or she may appeal to the Independence Community School School 
Board of Education by filing a written appeal with the board secretary at least five (5) days prior to the 
next board meeting. The review by the Board will be in closed session unless the student’s 
parent(s)/guardian(s) (or the student, if the student is 18) requests an open session. The grounds for appeal 
to the School Board are limited to the following: the student did not violate the Activity Standards; the 
student was given inadequate due process; or the penalty is in contradiction to any board policy or 
Activity Standard. The penalty will remain in effect pending the outcome of the meeting with the 
Independence Community School District Board of Education. If the Board reverses the decision of the 
administration, the student shall be immediately eligible and shall have any record of the ineligibility 
period and violation deleted from his/her record. 
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Appendix G 
Sign Out Form
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