





COSUMNES RIVER COLLEGE






Kinesiology, Health and Athletics
FACULTY and STAFF HANDBOOK

The purpose of this handbook is to assist the faculty and staff in providing information and standard operating

procedures related to their positions at Cosumnes River College. This handbook is to be considered a living document and will be updated as needed.
The policies and procedures listed here are a combination of policies from the Federal and State Governments, District, College and Governing Boards, Dean, Faculty, and Staff.

Please see the Dean/Athletic Director if a situation arises that is not addressed in this handbook. Updated 12/13/2016
3



 TABLE OF CONTENTS:

1. Department Mission Statements	4
2. Department SLO’s	5-7
3. Structure of the CCCAA and the BIG 8 Conference	8
4. Organizational structure of the Kinesiology, PE, and Athletics Division	9
5. CRC Honor Code and Expectations of Professional Conduct	10-11
6. Liability and Facility Information	12
7. Emergency Protocol for Injuries/non-injuries	13-15
8. Academic Counseling Program	16-20
9. Priority Registration	20
10. Parking	21
11. Budgets	22-23
12. Team Travel	24-25
13. Faculty Absences	26
14. Concessions	27
15. Equipment and Supplies	27
16. Fundraising Policies	28
17. Post Conference Play	28
18. Facility Requests	28
19. Tournaments	29
20. Sport Schedules	30
21. Eligibility	31-33
22. Athletic Training Procedures	34-35
23. Game Management	35-36
24. Non-Traditional Season of Sport (NTS)	36
25. CRC Police	37
26. Web Pages	37
27. Awards	38-39
28. Mascot Guidelines	40-41
29.  Job Descriptions and Departmental Expectations:
a. Duties and expectations of the Dean/Athletic Director	41-42
b. Duties and expectations of the Department Chair	44-45
c. Duties and expectations of the Assistant Athletic Directors	46
d. Duties and expectations of Head Coaches	46-48
e. Assistant Coaches and their Duties	48
f. Administrative Assistant Responsibilities	48-49
g. Evening Clerk Responsibilities	49
h. Athletic Trainer(s) Responsibilities	50
i. Athletic Counselor Duties	51-52
j. Athletic Specialist(s) Responsibilities	52-53
k. Sports Information Officer	53
l. Eligibility Clerk Responsibilities	53
m. Study Center Coordinator	53

 Department Mission Statements:

“To provide, through instruction and service, a variety of programs, opportunities and challenges to promote lifelong fitness and wellness for our students and community.”

Also, this division recognizes a commitment to the student’s success and overall well-being. Our division acknowledges accountability and professional commitment toward this important responsibility.


Specifically, through the vehicle of Physical Education, Health and Athletics, we strive for the following goals:
Provide an environment that emphasizes the physical as a component of the individual, and in so doing provides a holistic learning experience. We recognize that the physical component of our division is unique and allows for a different type of learning experience.
Enhance student health and welfare.
Provide support and guidance in the academic progress.
Conduct our programs ethically and promote ethical conduct in the student. Provide a forum for amateur athletics as part of the educational experience. Create an environment in which the student will strive to excel in athletics.
Create an environment in which the student will choose a lifestyle of fitness and overall healthy habits. Provide equal opportunity for students of diversity.
Improve the fitness and health of the student.


 Athletic Department Statement of Purpose:
The purpose of the Cosumnes River College Athletic Department is to provide opportunities for student growth and development through intercollegiate athletic participation. It must, at all times, reflect the philosophy of the Board of Trustees, the College Administration, the CCCAA and the community. The CCCAA Constitution and By- laws, the BIG 8 Constitution and the policies of Cosumnes River College shall govern the intercollegiate athletic program. Each member of the CRC Athletic Department shall abide by the policies, rule interpretations and regulations of the above-mentioned entities.


 Athletic/Academic Policy:
The goal of the Cosumnes River College Athletic Department is to maintain a balance between academic progress and athletic participation. Athletes are expected to perform to their ability level in the classroom and in their sport.
Student athletes who continue to meet the Athletic and Academic Standards of the California Community College Athletic Association (CCCAA) and the Cosumnes River College Athletic Department will be allowed to represent Cosumnes River College in Intercollegiate Athletic participation.
Furthermore, when conflicts arise between the academic requirements of the student athlete and the intercollegiate athletic program that cannot be resolved through the school policy or excused absences for athletic contest participation, the academic requirements will take precedent.


 Student Learning Objectives:
Kinesiology/Physical Education Program SLO’s:
 Roles of the Program:
· Prepare students as Physical Education majors to be successful in transfer to four-year institutions.
· Prepare students in Physical Education related occupational degrees and certificates (e.g. coaching, athletic training) for career success.
· Assist general education students in understanding the basic principles and content of the discipline.
· Assist students in developing the ability to utilize a pro-active and scientific approach to inquiry, to find and comprehend information related to Physical Education related topics, and to apply that knowledge to their lives.
· Assist students in becoming self-reliant learners, willing to use critical thinking skills to evaluate, plan and implement life- style changes toward a happier, healthier life.

 Common content themes:
· The evaluation and design of cardiovascular training, including heart rates, F.I.T.T. principle and effects on the human body.
· The evaluation and design of strength and endurance training, including the overload principle, proper form and technique, and effects on the human body.
· The evaluation and enhancement of flexibility as a component of fitness. The basic bone- and muscle- anatomy of the human body.
· Body fat analysis: guidelines, testing and health effects.
· Nutrition and lifestyle habits (e.g. stress) as they relate to fitness and overall wellness.

 General skills: 

· Evaluate fitness level in various components of fitness using standard tests and measurements.
· Be pro-active in evaluating fitness information from multiple sources using scientific evidence, analysis and critical thinking skills.
· Express fitness concepts clearly and concisely. Design, implement and evaluate a fitness program. Utilize efficient problem-solving techniques.
· Apply knowledge to real world situations.
· Understand basic human anatomy.
· Understand basic human physiology.
· Understand and apply basic principles of kinesiology to sport.

 Typical assessment tasks:
· Written expressions including research papers, journals and analysis of data. Instructor observation of technique and ability to perform physical tasks.
· Use of and direct observation of fitness equipment and fitness testing equipment. Improvement in pre and post testing of skill, ability, or improvement in a component of fitness. Exam questions requiring clear and concise answers, which demonstrate critical thinking skills.
· Developing critical thinking in applying principles of fitness to their own fitness goals, or in developing a program for some- one else.
· Class activities and discussions that allow the demonstration of critical thinking abilities.





 Overall expectations of the program:
We expect that:
· Students transferring to four-year colleges in Physical Education-based majors will have the knowledge and skills needed to succeed in upper division courses.
· Students moving toward occupational degrees or certificates in Physical Education-related fields will have the skill and knowledge to complete their training successfully.
· Physical Education students in GE courses will develop the skills and knowledge that will allow them to value and properly assess fitness information, and to apply that information to meet fitness goals either for themselves or others.
· Students will experience a rich, encouraging, and challenging learning environment which enables them to become self- reliant learners.

Health Program SLO’s:

 Roles of the Program:

· Prepare students as Health majors to be successful in transfer to four-year institutions.
· Prepare students in Health-related occupational degrees and certificates (e.g. personal training) for career success. Assist general education students in understanding the basic principles and content of the discipline.
· Assist students in developing the ability to utilize a pro-active and scientific approach to inquiry, to find and comprehend information related to Health-related topics, and to apply that knowledge to their lives.
· Assist students in becoming self-reliant learners, willing to use critical thinking skills to evaluate, plan and implement lifestyle changes toward a happier, healthier life.

 Common content themes:

· The definitions and philosophy of Health and Wellness.
· The signs, symptoms and effects of stress on the human body, physically and mentally. The components of Health-related fitness and Skill-related fitness.
· Fitness training principles and evaluation methods. Nutritional guidelines and nutritional myths.
· Eating disorders and weight management. Recognizing and maintaining healthy relationships.
· Identification and function of the reproductive systems, including human sexual response, birth control methods and use, and pregnancy and birth.
· Drug classification, effects and addiction, including alcohol. Infectious disease infection, identification and treatment. Heart disease risk factors, symptoms and treatment.
· Cancer risk factors, symptoms, and treatment.
· General skills:
· Ability to evaluate health with regard to lifestyle choices and their long-term effects.
· Ability to be pro-active in evaluating health information from multiple sources using scientific evidence, analysis and critical thinking skills.
· Ability to express health concepts clearly and concisely.
· Ability to design, implement and evaluate a behavioral change to affect long term health positively. Efficient problem-solving techniques.
· Ability to apply knowledge to real world situations.
· Typical assessment tasks:
· Written expressions including research papers, opinion papers, self-evaluation papers, journals and analysis of data. Exam questions that require clear and concise answers, demonstrating critical thinking skills.
· Demonstrations of critical thinking in applying concepts of Health to their own lifestyle choices, or someone else's to move toward a healthy life.
· Class activities and discussions that require clear questions and demonstrate critical thinking.
· Overall expectations of the program: We expect that:
· Students transferring to four-year colleges in Health-based majors will have the knowledge and skills needed to succeed in upper division courses.
· Students moving toward occupational degrees or certificates in Health-related fields will have the skill and knowledge to complete their training successfully.
· Health students in GE courses will develop the skills and knowledge that will allow them to value and properly assess fitness information, and to apply that information to meet fitness goals either for themselves or others.
· Students will experience a rich, encouraging, and challenging learning environment which enables them to become self-reliant learners.



Athletic Department Program SLO’s:

 Roles of the Program:
· Prepare student-athletes to be successful in transfer to 4-year institutions, both academically and athletically.
· Prepare students to obtain athletic-related occupational degrees and certificates (e.g. coaching, personal training, or athletic training) for career success.
· Assist student-athletes in developing the ability to utilize critical thinking skills, evaluate, plan and create success as a participant on an athletic team.
· Involve the student in an intense learning environment dedicated toward success in developing both physical and mental abilities through sport participation.
 Common content themes:
· Skill-related fitness training, including: agility, balance, coordination, power, reaction time, and speed. Technical development of the individual player.
· Tactical development of the individual player. Technical development of the team.
· Tactical development of the team. Fitness training specific to sport.
· Nutritional guidelines to enhance athletic performance. Safety and injury prevention and treatment.
· Motivation and goal-setting for performance enhancement. Information on performance enhancing substances.
· Team building exercises. Fitness testing.

 General skills: 

Ability to:
· Personally evaluate themselves with regard to fitness, skill level, tactical knowledge and overall impact as a participant on a sport team.
· Be pro-active and to implement critical thinking skills to the demands of participation in sport. Relate and function as a valuable member of a team.
· Set goals, implement and evaluate a behavioral change or training change that will improve ability in the sport. Utilize efficient problem-solving techniques.
· Apply knowledge to real world situations.
· Participate in a sport at a high level of technical and tactical ability.

 Typical assessment tasks:

· Grades in courses other than athletics, including periodic grade checks with professors.
· Fitness testing, skill testing and tactical thinking assessment, through physical exercises in that particular sport. Coaches’ direct observation and evaluation of performance in particular sport.
· Coaches or team's observation of behavior that either meets or does not meet expectations of a player in that particular sport.
· Evidence of developing clear questions and demonstrating critical thinking during sport participation.






 Overall expectations of the program: 

We expect that:
· Students transferring to four-year colleges in Athletics will have the knowledge and skills needed to succeed in both their coursework and on an athletic team.
· Students moving toward occupational degrees or certificates in Athletic-related fields will have the skill and knowledge to complete their training successfully.
· Student-athletes will develop the skills and knowledge that will allow them to value and properly assess information in their sport, and to apply that information to meet their own athletic goals.
· Students will experience a rich, encouraging, and challenging learning environment which enables them to become self- reliant learners.
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 Structure of the CCCAA and the BIG 8 Conference:


Cosumnes River College is a member of the Community College League of California (CCLC). Its sub-committee, the California Community College Athletic Association (CCCAA), sets the rules and regulations for all California Community College Athletics. The individual conferences and member colleges may set up rules and regulations for themselves that are more stringent than those set up by the CCCAA, but not less stringent.
CRC is a member of the BIG 9 Conference and shall abide by the rules and regulations set up by that body and the CCCAA.	Comment by Corrigan, Sue: 9 or 8?
The BIG 8 conference holds two administrative meetings each year attended by the Athletic Director, a men’s sport representative, and a women’s sport representative for each college. Each sport has assigned to them a conference administrative representative to oversee the administrative needs of the sport. This person shall attend the two BIG 8 administrative meetings and is responsible for reporting on any administrative issues regarding their assigned sport. The administrative representative also attends the pre and post season conference coaches meetings and maintains accurate sport supplement information as well at the conference schedule.


[image: ]CCLC

CCCAA
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BIG 9 CONFERENCE
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CRC ATHLETICS



Commissioner of Big 8 Conference: Mike Liddell

 Big 9 Conference Members: American River College Cosumnes River College Diablo Valley College Folsom Lake
Modesto Jr. College Sacramento City College San Joaquin Delta College Santa Rosa Jr. College Sierra College






 Organizational Structure of the Kinesiology, Health and Athletics Division:
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 Dean/Athletic Director


 Division Chairperson/Associate Athletic Directors

 Faculty and Head Coaches


 Staff
Administrative Assistants, Athletic Trainers, Academic Counselor, Athletic Specialists, Admissions and Records Eligibility Clerk, Assistant Coaches
 Game Management and Student Employees


 Expectations of Professional Conduct (Faculty/Coaches/Students):


A. LRCFT Faculty Contract:

	
Professional Expectations:  From the LRCFT Contract 2011-14, Article 11:
As professionals, all faculty members recognize and accept their responsibilities to fulfill those professional commitments and obligations that directly affect instruction and support services to students. In order to fulfill their professional expectations, faculty members shall:

	11.2.
1
	Conduct a classroom environment that is conducive to student learning, growth, and development in which students are free from discrimination, prejudice, and harassment and in which students are free to express relevant ideas and opinions.

	11.2.
2
	Clearly differentiate to students the expression of a faculty member’s personal opinions or convictions from the objective presentation of theory, fact, or ideas.

	11.2.
3
	Adhere to District procedures for using approved materials and resources.

	11.2.
4
	Meet obligations for college service and the timely submission of course syllabi, student grades, rosters, schedules, requisitions and textbook orders.



B.  Cosumnes River College Honor Code:

CRC’s Honor Code serves as a bridge between the College Catalog’s formal treatment of academic integrity and the day-to-day decisions of the members of our academic community. Its focus is on core academic values, the appropriate expression of those values in behavior, and the way those values create and sustain our academic community. It is intended as a straightforward tool for communicating and clarifying the college’s fundamental expectations. It is also intended to be used frequently and easily.
I understand that Cosumnes River College (CRC) values academic integrity. Academic integrity requires:
·  Honesty, A commitment to truthfulness and the refusal to steal or mislead, cheat or plagiarize
·  Fairness, The willingness to treat others as I would wish to be treated
·  Respect,  Valuing, in attitude and practice: All human beings, Myself, My community at CRC and beyond
·  Responsibility, Recognizing that the quality of a CRC education and the quality of the CRC student experience depends upon my behavior. Accepting, at all times, the consequences of my actions

I understand that I, as a member of the Cosumnes River College community, am responsible for upholding this value, supporting academic quality, academic rigor, and an appropriate college atmosphere.

Suggested Honor Code Uses:
· As a syllabic supplement
· In conjunction with major assignments
· In conjunction with field trips/special events
· As a classroom management tool
· As documentation in the context of:
· Referrals for 'Student Code of Conduct' violations
· Grievances processes
· Student Disciplinary Appeals processes
· Approved by the Cosumnes River College Academic Senate on 10-26-07 Approved by the Cosumnes River College Executive Council on 3-27-08	Comment by Corrigan, Sue: edit
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C.  Big 8 Conference:  Coaches Code Of Ethics
 Statement: The list below exemplifies the behaviors expected of a coach in the Big 8 Conference. In the Big 8 Conference, we strive for the highest standard in coaching excellence.
1. Any sport is the players’ game. The paramount concern of coaches is the holistic development, welfare, enjoyment and safety of their players.
2. Coaches bear responsibility for teaching their players to strive for success while playing fairly, observing the playing rules and the highest levels of sportsmanship.
3. Coaches shall treat officials with respect and dignity, and shall teach their players to do the same.
4. Our opponents are worthy of being treated with respect. Coaches will model such respect for opponents and expect their players to do likewise.
5. In both victory and defeat, the behavior of a coach shall model grace, dignity and composure.
6. Coaches shall adhere to the highest standards and the regulations of the institutions they represent: clubs, schools, sponsoring organizations and sports governing bodies.
7. Coaches have a responsibility to promote the interests of sport, including treating media with courtesy, honesty and respect.
8. Coaches shall model inclusive behavior, actively supporting cultural diversity while opposing all types of discrimination, including, but not limited to, racism and sexism, at all levels of sport.
9. Coaches are responsible for taking an active role in education about, and prevention and treatment of, drug, alcohol and tobacco abuse, both in their own lives and in the lives of their players.
10. Coaches shall refrain from all manner of personal abuse and harassment of others, whether verbal, physical, emotional or sexual, and shall oppose such abuse and harassment at all levels of their sport.
11. Coaches shall seek to honor those who uphold the highest standards and principles of their sport and shall use appropriate protocol to oppose and eliminate all behavior that brings disrepute to the sport: violence, abuse, dishonesty, disrespect and violations of the rules governing competition.
12. Coaches shall adhere to the same standards of behavior expected of their athletes, as dictated by the Big 8 Conference.

Adapted with permission from the NSCAA (National Soccer Coaches Association) Coaching Code of Ethics
16






 Liability and Facility Information:

Liability Policies:
· Students or other people should not be in a facility without certificated supervision. They must be part of an instructional class or part of an organized activity affiliated with sport teams.
· Facility use is restricted to approved activities only.  Use of a CRC facility without a reservation through the facilities office is a violation of policy. Absolutely no unauthorized groups or persons may use the athletic facilities. This presents a liability issue for the college. Instructors and Coaches are asked to check with the Dean when attempting to use a Department facility that is not scheduled. Then Dean will inform the facilities office. For example, on rainy days, outdoor sports may want to use a facility. It is important to check with the Dean as activities may overlap. In the absence of the Dean, please check with the Administrative Assistant.
· For all classes (including the intercollegiate SPORT classes), the Assumption of Risk form should be filled out for each participating student. Failure to fill out this form could put the instructor and the college at liability risk. Instructors are advised to download current rosters daily for the first two weeks to determine eligibility for participation. Only registered students can participate in the classes. Instructors are asked to be in attendance and attentive to the class for liability reasons.
· Athletes that are not in season cannot be working out in a facility unless it is part of a regularly scheduled class. This is a CCCAA rule.  The instructor of record must be present in the class.
· Only Campus Police, Kinesiology/Physical Education faculty and staff can use facilities to work out if there are two or more individuals using the facility.  There must also be a certified lifeguard on duty for pool use.
· Children are not allowed in any facility unless they are part of a camp or other program.
· Facilities must be scheduled through the Dean or facilities office for use outside of regularly scheduled class times.
· Non-Kinesiology faculty who wish to work out must take a class in order to do so.
· Instructors are asked to secure the facility after their class to reduce liability risk and vandalism.
· It is important to follow and be constantly aware of safety in our area. Look for facility problems that could contribute to an injury such as rusty nails protruding from equipment, bees, holes in the ground, etc. Plan your activity so that students are not close to walls and other obstacles. Also be aware of your student’s limits in extreme temperatures and “Spare the Air” days. Make the Dean aware of any facility problems that need attention.

Facilities Office: 916-691-7418

 Examples of facility liability risk:

1. A non-registered student decides to “jump in” and play during an activity class and gets hurt.
2. Another college or youth group asks to use the fields and you agree without going through the facilities office or the Dean.
3. An instructor leaves the facility unlocked and students are shooting baskets unsupervised and outside of class time.
4. An instructor leaves the classroom to make a phone call in their office.
5. Driving a college cart without clearance. Also transporting more people than there are seats in a cart.
6. Having your son or daughter participate in an activity without being registered.
7. Putting student safety at risk by asking them to do a risky activity.  Example: Jumping over folding chairs.

All of the above examples can lead to a lawsuit. In a lawsuit, both the college and individual can be sued. It is not worth the risk to make yourself liable.


Activity Class and Athletics Injury Protocol:


If an emergency situation occurs:
 LIFE THREATENING:

1.	Call 9-1-1
2. Call the Los Rios Police Department (x2221 from an on-campus phone or 558-2221 from off-campus or cell phone, push 0 when answered).
3. If the injured person is a minor-- CALL A PARENT! If not a minor, call emergency contact person and the campus police.
4. Notify the Dean
5. Fill out a Non-employee Accident Report that same day. Do this as soon as possible so that you do not forget any details that could be important. The reports can be found in the PE office. Turn in to campus police.
6. If a minor sustains an injury, they must return with a signed parent note or doctor’s note releasing them to return to activity. It is a good idea if a student in one of your classes requires a doctor’s care to have them get a note releasing them to activity as well.
7. Do your best to keep the injured person calm and comfortable. DO NOT leave them alone.

 NON LIFE-THREATENING:

1. Call x2221 (or 558-2221 if not using a campus phone) for Campus Police
2. Call Parent (if a minor)
3. Notify the Dean
4. Fill out accident report

 HEAT-RELATED ILLNESS:
 Fainting/ Dizziness

Symptoms: dizziness, fainting, nausea, rapid fatigue during exposure to heat. Caused by standing in heat for long periods or not being accustomed to exercise in heat.
Treatment: move to shaded and/or cool environment and replace fluids. Notify parent if a minor.
 Heat Cramps
Treatment: Ingest Water (sip, don’t chug). Mild stretch and ice the muscle. Do not return to activity as cramping will reoccur.
 Heat Exhaustion
Symptoms: profuse sweating, pale skin, increased body temperature (102º), dizziness, hyperventilation, rapid pulse
Treatment: ingest large quantities of water slowly, place in a cool environment, sponge with cool water. Send to doctor.
 Heat Stroke
Symptoms may include: Collapsing, loss of consciousness, flushed/hot skin, less sweating than with exhaustion, shallow breathing, rapid/strong pulse, increased temperature (106º or higher).
Will not usually experience signs of heat cramps or heat exhaustion first.
Possibility of death is decreased if core temperature is lowered to normal range within 45 minutes.
Treatment: sponge with cool water and air-fan body. Massage Limbs. Transport to Hospital ASAP!!!!!! Do not wait, this is life- threatening. Dial 9-1-1 before attempting to treat.






Continued…...


 CONCUSSION:
A concussive event can be a blow to the body, not just the head.
If an athlete has had a previous concussion, they are three times more likely to have another.
A concussive event does NOT have to be a serious impact and can look very minor/unimportant.
* If an athlete is suspected of having a concussion, any activity that increases blood pressure (jogging, biking, etc.) can cause a second impact. NO ACTIVITY AT ALL!

Concussion Protocol:
These signs and symptoms may indicate that a concussion has occurred.

Symptoms Reported By Athlete:	Symptoms Observed by Coach:
Headache	Appears dazed or stunned
Nausea	Is confused by assignment
Balance problems or dizziness	Forgets plays or instructions
Double of fuzzy vision	Is unsure of game, score, opponent
Sensitivity to light or noise	Moves clumsily
Feeling sluggish	Answers questions slowly
Feeling foggy or groggy	Loses consciousness
Concentration or memory problems	Shows behavior/personality changes
Confusion	Can’t recall events prior to or after hit

· Can have a concussion without falling down or losing consciousness
· Not all symptoms may be present. (Ex: can just have a headache.)
· Any person who has sustained a concussion previously is much more likely to sustain another one, possibly with more severe symptoms and with a less severe Mechanism of Injury

 Action Plan

1. Remove athlete from play
2. Ensure athlete is evaluated by appropriate health care professional. Do not try to judge the seriousness of the injury yourself.
3. Inform athlete’s parents or guardians about the known or possible concussion.
4. Allow athlete to return to play only with permission from an appropriate health care professional. If any symptoms comes back with physical activity, sit the athlete out (NO ACTIVITY since it can increase pressure in the brain), notify health professional and parent (if a minor). Do not let them drive home alone if possible.

 Orthopedic Injuries:

In the event of a sprain, strain, possible fracture, dislocation:
· FIRST, try to make sure they have blood-flow. Check wrist or ankle (along second toe line) for pulses. If you do not know how to find the pulse, squeeze the nail beds and make sure that they return to a nice pink color relatively quickly and similarly to the other extremity.
· Ice and stabilize injury site.
· If you suspect a fracture, splint above and below fracture site and keep athlete comfortable until able to transport. Don’t forget to call a parent and/or ambulance as necessary. If they dislocate or sustain an obvious fracture, do not move them. Call for help.

In the Event of a Sting or Bite:

Many people, especially children/minors, do not know if they are allergic to anything. Treat sting with ice; ask if they are allergic or know if they are allergic. If there is a reaction, do not let them return to activity as it will speed up blood circulation. Keep an eye on those who have been stung. Reactions may come on a few minutes after they think they are fine. If they go into anaphylaxis (difficulty breathing,) develop hives/rash, change in skin color, get dizzy/lightheaded, or complain of feeling weird, etc. CALL 9-1-1. Call Campus Police at x2221. Call parent/emergency contact.


Emergency Protocol (non-Injuries):
In all cases, please inform or consult the Dean/AD if possible. If the Dean/AD is not available, use common sense. If needed, call Campus Police 2221/7777 for assistance.  The campus police also have access to the Dean on Duty.
Of course, call 911 in extreme emergencies, then call Campus Police and Dean. An accident report may also need to be filed.
 Lightning: If there is any lightning in the area at all, suspend activity until it clears. This is especially important in the pool area. Get the students out of the pool immediately and take no chances. Students should be moved into a building if there is lightning.
 Flooding: Occasionally, parking lots may flood on our campus (especially the area at the end of Lot A). If it is raining hard for day(s), please park closer to the Recital Hall than the fields in Lot A. If flooding occurs, please call campus police and let your students know.  Campus Police and the Dean on Duty may stop classes in extreme flooding.
 Shooter on Campus: If you hear shots, or become aware that there is a shooter on campus, you should seek shelter and hide as is possible. If you are in a classroom, it is best to lock the door, turn out lights, and spread out in the room. If you are on an athletic field, find shelter immediately. You are not bound to stop a student from leaving, but remember that in an emergency people will usually respond to directions given. Call 911.
 Vehicular Accidents: Call 911, and respond as best as possible in an accident.  Call and inform the Dean as soon as possible.

Silverado Bus Company emergency numbers: 805-432-0875 Operations Manager Cell (Aaron Young); 805-545-8400 Main (After Hours Dispatch); Direct to Sac office:  564-8457; and Bruce Sunderberg 916-564-8455 Ext. 222
 Fire: Call 911, Campus Police, remove yourself and others from the area.
 Earthquake: Go to an open area free of buildings, or find a space between furniture (not underneath). It has been found to be safer to be between furniture, as it will make a bridge for anything that falls down.
 Violence: Any violence of any kind is to be reported immediately by calling 911 or campus police. Stay away from any violent situation.  It is not worth the risk.


Academic Counseling Program:
Overview:
The mission of the Athletic Counseling and Enrichment Services (ACE) program is to connect CRC student-athletes with programs and services that support your academic and professional growth. Our services include academic, career and personal counseling, academic progress monitoring, learning assistance, as well as two-year and four-year college athletic eligibility education.
This student services division is fully integrated within the college at large and works cooperatively with the various other student support agencies (i.e. Financial Aid, Admissions, Tutoring Center, Disabled Students, etc.). Our objective is to provide you with information, resources and referrals that empower you to persist towards graduation, transfer to a four-year university, and/or to enhance your personal or professional development.
Athletic Counseling and Enrichment Services (ACE) are available throughout the academic year on an appointment and drop-in basis. To schedule an appointment with the Athletic Counselor, please contact Emily Barkley at (916) 691-7479 (office is Transfer & Career Center in L217), or visit the main Counseling Center (L-200).
Services Provided:
Academic Counseling 
One of the advantages of being a CRC student-athlete is that you have a full-time counselor who oversees the academic needs of the athletes. Our academic counseling services include new student orientations, course planning and registration assistance, educational planning that outlines the specific courses necessary to meet your goals, degree and certificate audits that help track student progress toward CRC degrees and certificates, transfer admissions education and assistance, and much, much, more! Our academic counseling services are intended to help you stay on pace to meet your academic goals. Students are required to meet with the counselor annually in order to stay compliant with the Commission on Athletics regulations, and you must have a current Student Educational Plan (SEP) at the time of sport eligibility certification. Students are strongly encouraged to meet with a counselor every semester to update, revisit or revise their plans as needed.
Career Counseling 
While there are students who are very clear as to their intended career interests and occupational objectives, there are a large number of students who are still undecided and have yet to uncover how their unique talents and abilities may best utilized in the world of work. The Athletic Counselor is a tremendous resource in this area and will engage you in dialogue and activities that are designed to aid you in assessing your aptitudes, abilities, and interests. Career decision making is much more than choosing a job. It is about making choices that affect the rest of your life and the quality of your lifestyle. The Athletic Counselor’s background includes extensive experience in group and individual career counseling and has access to resource and reference materials that explore various majors, careers, training programs, and occupational industries. So, it doesn’t matter if you know exactly what you want to do or if you still don’t have a clue, there is some viable career guidance and resource information available to you.
Personal Counseling 
It is very common that college students will face issues or stressors in their personal lives that have the potential to negatively impact their academic progress or overall sense of well-being. The Athletic Counselor is available to meet with students in crisis or who just have personal concerns and are in need of safe place to process. Any information disclosed is kept private and confidential, with little exception. If you are considered a serious and eminent danger to yourself or others (e.g. active suicidal or homicidal thinking/behavior), under California law, the counselor is required to disclose that threat to law enforcement. On campus mental health services are available by counselor referral, and community resource information is available so don’t hesitate to ask if you are having trouble coping and are in need of assistance.


Please note: In the event that you should find yourself in need of immediate personal or crisis counseling and the Athletic Counselor is unavailable, you can contact any of the follow campus agencies for assistance:
CRC Main Counseling Center – 916-691-7316 2nd Floor Library Bldg. (L- 200) Campus Nurse, Michelle Barkley, 916-691-7254 (OPS- 136)
Campus Police 916-691-7393 (OPS)

IF YOU ARE AN IMMEDIATE DANGER TO YOURSELF OR OTHERS, PLEASE CALL 911


Athletic Eligibility Education 
 Students are regularly educated and informed of community college eligibility rules. It is important that you take time to understand the minimum requirements for participation so that you can ensure that you are meeting them. For those students who are interested in transferring to a four-year institution to continue their athletic careers, they are educated on NCAA and NAIA rules as well. Transfer eligibility rules for the various divisions are plentiful and they can get dense and overwhelming. You will need to know and follow the rules and requirements about transferring to a four-year institution while you are still at community college. It is important that you meet with the Athletic Counselor regularly so that you understand how the rules impact your particular situation and so that your educational plan is continually updated and inclusive of not only your educational objectives but also the forthcoming athletic eligibility requirements.
Academic Progress Monitoring 
At the start of the third week of classes a records hold is placed on all student-athletes’ records that prevents you from making any changes to your current registration. The purpose of this restriction is to encourage you to seek professional counsel before making any decisions about registration changes, but it also serves as a buffer against students accidentally rendering themselves athletically ineligible because they’ve dropped below the 12 unit (9academic) minimum for in season competition. Athletic Counselor approval is required for all changes registration that take place after the third week of classes.
At CRC, it is standard practice that we monitor the enrollment, unit load, attendance and performance of all or our student- athletes. Students are required to obtain and report their specific grade and attendance information via progress reports ("grade checks") twice a semester. During the fifth and tenth week of the semester, you will be given a progress report that you have to have completed and signed by each of your instructors. The reports ask for information regarding class performance, including current grade, attendance and any other comments relevant to your participation in the class. That information is then evaluated by the Athletic Counselor and the Student Personnel Assistant and for those students who may have some specific needs or challenges, an intervention will occur. The nature of the challenge is what determines the intervention. For the students of most concern, the Athletic Counselor will work together with the student to create a Prescription for Success, a strategic to-do-list that outlines suggestions or specific strategies aimed to improve the student academic success. Once created, a copy of this action plan is kept in the Athletic Counselor’s office and additional copies are then forwarded to the student’s coach, as well as the Kinesiology & Athletic Dean. The goal of the Prescription for Success is to provide individual academic support to students who may be struggling or in need.


The Grade Check Process
1. The Athletic Counselor sets a due date for grade checks and distributes the forms to the coaches, who give them to their athletes. Example: Usually the deadline is a Wednesday at 5 PM.
2. After the deadline, the Counselor informs the coaches as to which students still do not have the grade checks in.
3. The Coach is then responsible, at their discretion, to have the student get the grade check in within two days. Example: The coach can deal with or provide consequence for the player as they see fit, and the grade check should be submitted by no later than 5 PM that Friday.
4. If, in fact, the grade check is then not in, the student is asked to meet with the Dean on the following day (Monday). The Dean has the discretion to deal with the situation as seen fit for each specific student. For Example: The Dean will ask the student why they have not turned it in. The Dean can then decide a course of action which may include assistance, more time, or punitive action.

Prescription for Success 
The action taken will be determined by each student’s particular situation, but may include any or some of the following:
· Initial meeting with the Athletic Counselor to assess the situation. Meeting with the Dean to assess the situation.
· Meetings with the Athletic Counselor or SPA to problem-solve, motivate, and assess progress and effort.
· Referral to instructor, tutoring, math lab, English lab or a study hall. The Hawk Study Center is the place to apply yourself to your studies.  It is located in CAC 104.
· Punitive action, such as sitting the person out of competition or practice, will be implemented by the Athletic Director if necessary.



Learning Assistance 
This is a developmental service offering in which students will be provided one-on-one support during weekly meetings with the Athletic Counselor and/or Student Personnel Assistant (SPA). During these meetings the counselor or SPA will assist the student in developing basic skills required for college success (i.e. reading, writing, note taking and test-taking strategies, time management/organizational skills, etc.). Students receive on-the-job training by learning how to approach, manage, and gain success in the academic courses in which they are currently enrolled through the use of strategies they learn during these sessions. This voluntary service is available to all CRC student-athletes, but may be mandated by coaches or the Dean for students who are under-achieving or seemingly underprepared for the rigors of college academics.
Academic Workshops, Meetings and Events:
New Student-Athlete Orientation & Course Planning 
All new student-athletes strongly encouraged to meet with the Athletic Counselor for campus orientation and course planning. This is typically a group info session that takes place prior to initial enrollment, where students learn more about the Athletic Counseling and Enrichment Services Program, campus wide resources, and how to select courses and get registered for their first term at CRC. For students who miss the Spring sessions who are still interested in learning more about ACE or other CRC support services, or who may still need assistance with course registration processes, you are encouraged to schedule an individual meeting with the Athletic Counselor.


Pre-Registration Meetings 

Similar to the course planning session, this event is designed for continuing CRC student-athletes and is aimed to provide information and resources necessary for successful course-planning and registration for the upcoming term. These meetings are typically held in a group format by team a couple of weeks prior to the opening of continuing student registration (Priority 0). In addition to pre-registration related information, community college athletic eligibility rules are reviewed, and a skill-development workshop may follow.


Skill Development Workshops 

These topic-specific workshops include but are not limited to: Time management and organization tips, stress and life management strategies, study skills, instruction on the use of career and major exploration tools (ASSIST, EUREKA, etc.), transfer, admissions, and application assistance, etc.  Topics may vary from term to term, so let us know if there is an academic, career-related, or wellness topic you want to learn more about! Check with the Athletic Counselor or the Student Personnel Assistant for the most current schedule of topics, dates and locations.
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Support Facility:
The Hawk Study Center is located in CAC 104, the northeast corner of the Community Athletics Center building. See the schedule posted on the door for hours of availability. The Center is primarily used as a quiet study space for student- athletes, but it is also open to the general student population. The Center has computers, printers, wireless access, and study tables for groups.
There is a staff member who works in the study center and facilitates student access to tutoring, workshops and is able to give one-on-one study assistance.
Use this URL to locate computer center, tutoring and other support services:
 http://www.crc.losrios.edu/Student_Services.htm


Academic Survival Tips:
 Go to class! Be on time.
 Sit in the front of the classroom. You’re more likely to pay attention to the instructor and be engaged in the class
 Do the assigned readings BEFORE the instructor is schedule to discuss them in class. Helps with learning and retention of the information, but also allows for you to ask questions about things you need more clarity on.
 Before class, review your notes from the previous class. Reviewing helps to get you back in the flow of the information shared, and lays the foundation for the new information to come.
 Complete assignments on time or early, especially if you are going to miss class due to athletics.
 Participate in class activities and discussions. Show the instructor that you are engaged in the experience.
 Get to know your professors. Meet with professors during their office hours for additional help.
 Don’t be afraid to ask questions.  The only dumb questions are the ones you don’t ask!
 When taking notes, be an active listener. Don’t write down every word. Listen for and write down the main ideas and sup- porting facts. Leave enough space to add notes later while studying.
 Study for exams. Participate in partner or study groups. Create your own mock exam questions as you are studying. Anticipate what’s likely to be on the test.
 Study regularly throughout the semester. Review lecture notes, readings and other course materials as often as possible.
Don’t cram at the last minute.
 Get plenty of rest…especially the night before the exam, or if you have early morning classes.
 When taking exams, read each question carefully and answer the ones you know first.
 Manage your time well. Student athletes must manage many responsibilities and deadlines, so get organized, analyze your time habits and formulate a schedule and your goals.
 Ask for help if you need it. The Athletic Counselor is available for learning assistance or tutorial referrals, and can help you strategize a plan to keep you on track. Don’t wait until it’s too late and your grade has more or less been determined. Seek out campus resources that can help support you to meet your goals.


PRIORITY REGISTRATION PROCESS:

The priority registration list for each team will be in the PE Shared file under Counselor’s file: Priority Reg. S. The Counselor for Athletes will be the one verifying each segment completed.	Comment by Corrigan, Sue: Priority reg. s?

Each student athlete, whether incoming or already here, must have the following completed to be able to have priority registration:

· Application to CRC completed
· Completed online orientation
· Completed Assessment
· Completed an SEP

Coaches should give the incoming athlete’s ID number to AD in order to put them on the list.

Complete this process by November 1st in the Fall, and April 1st in the spring in order to receive the earliest registration dates.	Comment by Corrigan, Sue: Accurate dates?



Statistics on Academic Success:
Every semester, statistics are compiled to see how the athletes are performing academically. These statistics are evaluated to gage effectiveness in support services. Appropriate adjustments and introduction of new ideas to improve effectiveness will be implemented.

Faculty Policy on Student Absences for Athletic Events (from Faculty/Staff Resource Guide 2008):
Students who are absent from class because they are participating in a campus-sponsored field trip or athletic event shall not be penalized for their absence. Students shall be allowed to make up missed work without penalty in a timely manner as specified by the instructor.
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 Parking Policy:
All faculty and staff are expected to abide by the college rules regarding parking. Please do not park in front of the gym traffic circle or field in an illegal area. If you have to drop off equipment, please call the campus police at 916-691-7393 and let them know. This will prevent you from getting a ticket. Semester Parking passes for employees are available by notifying the Dean, who will send an e-mail to campus police. You may then pick up a pass at the campus police office.
Temporary Day parking permits are available for recruits and guest speakers. See Campus Police for these temporary parking permits.
For overnight team travel, please ask your athletes to park on the third floor of the parking structure, and bring a completed list, including license plate numbers, to campus police.
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 Budgets:
The budgets include: Instructional Related Budget, Block Grant Budget and Athletic Union (AU) Accounts.
 The Instructional Related (I.R.) budget is to provide for an assistant coach, officials, cost of travel (meal and lodging), game management expense and entry fees. Programs that go over their allotted monies will have to use their own generated resources.
Assistant Coach(es) – This budget is set up to pay one assistant coach, but the funding can be split between two or more assistants.  If you would like to add an assistant beyond the college budgeted amount, you may pay them from your AU account (fund-raising) or they may volunteer. Volunteer coaches must fill out volunteer forms in the main athletics office. In order for an assistant coach to be paid, time sheets must be filled out and turned in with the Area Administrative Assistant.  All Assistants must also comply with CCCAA rules and regulations.
Officials – To pay officials, submit a copy of the invoice from you Officials Association to the Area Administrative Assistant.
Meal Money – Will only be given for contests more than 80 miles (one way) away from CRC. Therefore, no meal money will be given for contests at American River College, Contra Costa College, Los Medanos College, Las Positas College, Modesto College, Napa Valley College, San Joaquin Delta College, Sacramento City College, Sierra College, Solano College and Yuba College. Meal money will be as follows: Breakfast = $5.00, only if leaving before 7:00 am or returning after 7:00 am, Lunch = $6.00, only if leaving before noon or returning after noon, Dinner = $7.00, only if leaving before 7:00 pm or returning after 7:00 pm. Meal money does not extend to volunteers. Meals are budgeted for eligible participants and coaches only.  No snacks are subsidized.
Lodging – Will be provided by the college as the budget allows. Any program that goes over the number of athletes and/or nights allowed will have to use fundraised money. Coaches are asked to remember to book a room for bus drivers on overnight trips.
Game Management – If funding is available, personnel will be paid the standard hourly rate for student workers on campus. They must be hired by filling out the appropriate paperwork with the Area Administrative Assistant and be cleared before they are allowed to work. The availability of game management personnel is subject to budgetary funding.
Entry fees/Tournaments –Tournaments sponsored at CRC must be cost-covering. This includes officials and other personnel fees. Each sport must manage their IR budget to include any designated tournament entry fees. Careful planning and budgeting is required. Coaches are expected to stay within their budget and manage it effectively.
Coaches are expected to manage their travel budgets to not overspend. Any additional funds needed must come out of the AU (Fundraising) account.
 The Block Grant budget is to provide equipment and supplies for your team. In order to purchase merchandise, the following process will be followed:
Budgetary Request Guidelines
1. Each coach will provide the Dean with price quotes for equipment and uniforms as needed. July and August submission is requested, but depending on finding availability, items can be ordered throughout the year.
2. The Dean is able to order items at the beginning of the new fiscal year, which is July 1.

Coaches: Please do not purchase items with your own funds and expect to be reimbursed. The district will not take responsibility for unauthorized purchases. Please follow the district purchasing procedures. If you have any questions, clear them with the Dean/Athletic Director.
 Physical Education budget: There are some funds available for Physical Education equipment. Please see the Dean for any of your needs in this area.
The Athletic Union or “trust” accounts are used to supplement your other budgets. These funds are monies that you and/or your team, or the Department have raised. Purchase requests from these accounts go through the Dean.



As agreed, there is a four year rotation for uniforms. In the year of rotation, the chart below shows what the coach can expect to purchase through college funds. Any items purchased through the college cannot be kept by the student. They must be turned back in. In the case of limited funds or budget cuts, the coach may have to fund-raise for the items below. Any additional items such as undershirts or sweatshirts must be purchased through fund-raising.
If a team finds themselves in need of an item out of rotation, they can request additional support from the Athletic Director if other funding may be available. For example: Pants in baseball and softball that wear out early due to sliding.
Uniforms are purchased from IR funding. Equipment is through Block Grant.


	College funded items
(budget permitting):
	
	
	
	
	
	
	
	
	

	
	VBALL
	WSOC
	MSOC
	WBB
	MBB
	SOFT
	BASE
	TEN
	SWIM

	
	
	
	
	
	
	
	
	
	

	Jersey (Home & Away)*
	2
	2
	2
	2
	2
	2
	2
	2
	

	Pant (Home & Away)*
	
	
	
	
	
	2
	2
	
	

	Short (Home & Away)*
	2
	2
	2
	2
	2
	
	
	2
	

	Socks (Home & Away)*
	1
	2
	2
	1
	1
	2
	2
	
	

	Stirrups/Knee Pads*
	1
	
	
	
	
	
	1
	
	

	Hat/Visor*
	
	
	
	
	
	1
	1
	1
	

	Belt*
	
	
	
	
	
	
	1
	
	

	Undershirt/Undershorts
	
	
	
	
	
	1
	1
	
	

	Jacket
	
	
	
	
	
	1
	1
	
	

	Warmup Sweat Top
	1
	1
	1
	1
	1
	
	
	1
	1

	Warmup Sweat Pant
	1
	1
	1
	1
	1
	
	
	1
	1

	Small towels
	
	
	
	
	
	
	
	1
	

	Swimsuit
	
	
	
	
	
	
	
	
	1

	Big Towel
	
	
	
	
	
	
	
	
	1

	Swim Cap
	
	
	
	
	
	
	
	
	1




 Uniform Funding Rotation:

16-17 Softball, Volleyball
17-18 W Basketball, M Soccer
18-19 M Basketball, W Soccer, Swim 19-20  Baseball, Tennis

Please note that swimsuits are purchased every year.




 Travel:


Buses and vans are arranged by the Administrative Assistant. Please submit your bus and van requests as early as possible.
All athletic schedules including travel more than 160 miles (one way) away from CRC (the same distance as Fresno City College, excluding travel for post conference play) must be approved by the Athletic Director prior to finalizing the schedule. Refer to sport schedule guidelines.
Head coaches must travel with their teams unless unusual circumstances arise and this must be cleared with the Dean. Coaches are expected to travel to and from contests with the team using the transportation provided by the college. In the event of an unusual circumstance, a Coach may request to provide their own transportation to an event through the Dean. This request must be approved by the Dean at least 24 hours before the scheduled travel.
Once a schedule has been approved and signed by the Athletic Director, the head coach will initiate all pertinent travel requests (meals, vehicles, entry fees), through the Administrative Assistant to be approved by the Dean/Athletic Director. The request must include the following information: Days and dates of travel, travel destination, opponents, game time, departure and return time, and number of persons traveling.
Any schedule changes must be approved by the Athletic Director. Any changes to the Big 8 Conference schedule must also be approved by the Conference Commissioner.
The travel party to any away game can include: Coaches, trainers, and players listed in the intercollegiate class.  If players are red or grey shirts, they cannot travel unless there is room in the bus/van and they are enrolled in the intercollegiate class. After that, they can travel at coaches’ discretion.
Players who wish to travel to games on their own must first get permission from the head coach. If the coach approves the player’s departure from the team, a form must be filled out and signed by the Athletic Director prior to travel. This form will be kept on file in the area office. There should be a compelling reason that the player would not travel with their team. Any player who is under 17 must have parental consent on this form. The form is available in the PE office.

Volunteers who are fulfilling a job of some sort—videotaping or scorekeeping—can travel if there is a volunteer form filled in the main office.  The form is available in the KHA office.
Remember, meal money does not extend to red/grey shirts or volunteers. Meals are only included for eligible participants and coaches.
Suspended participants are not allowed to travel, be with the team, or in the game facility for their duration of their suspension. Overnight trip hotel costs and meals must be within the budget or the coach can opt to supplement with their trust account.
The following chart lists the travel squad size. Everything above these allowed hours will have to be paid for by AU accounts.
	 Program
Baseball
	 Squad Size
32/2

	Basketball
	18/2

	Soccer
	24/2

	Softball
	18/2

	Tennis
	9/1




 Overnight Trip Itinerary:
The head coach will develop an itinerary for all overnight trips and distribute them to the Athletic Director, Administrative Assistant, and their student athletes before the travel. A copy must also be on file in the Area office in case of an emergency. Itineraries should include: the destination, mode of transportation (van or bus), CRC departure time, planned stops in route, destination arrival time, lodging name, address and phone number, contest site, departure time for return to CRC, planned stops in route, CRC arrival time, and any other pertinent information.

Please note: It is not allowed to have any athletes share a bed on road trips. You can have 3 athletes per double bed room if there is a cot or couch, but one per sleeping area. As you make your schedule for next year, please consult the Dean/Athletic Director regarding your team’s allocation for hotel costs.  Any other hotel costs (or overages), should you schedule them, will have to be paid through fund-raising. If you choose to not use your hotel money, it will be saved for teams that make playoffs.
On overnight trips with a bus driver, it is necessary to make a room reservation for the driver.
Coaches must carry a training kit with all players emergency medical information with them at all times during away contests.
 Meal Money Procedure:
The calculations of distribution of meal money and the requests to the business office will be handled by the Dean/ Athletic Director and Administrative Assistants. Coaches will be given a copy of the budget and may see the Dean if there are any corrections to be made.
For away games during any given week, a coach will be able to pick up a check from the Dean/Athletic Director or Administrative Assistant on Monday afternoon at the earliest. The checks for their meal money will be for the week and also have signature sheets for the traveling party.  The Administrative Assistant will return and pick up checks from the business office every Monday morning.
The Head Coach will be responsible to cash the check for use on the away trip. The Coach can choose to cash and dis- tribute funds directly to the players, or charge meals on their card at restaurants, to follow with depositing the check in their account.
The players will sign the form which certifies that they either received the cash directly, or that their meal was paid for by the coach.
After the travel, the coach will return the signature form and any unused funds to an Administrative Assistant or to the business office. Please turn in the forms and any cash overage the next business day on campus. No new meal monies will be distributed without prior forms being turned in.

 Hotel Procedure:
A minimum of two weeks prior to departure, the Head Coach will determine the best lodging at low cost available for the team. Two weeks are needed to process the requisition.
The Head Coach will make the reservation using a personal credit card. If a coach is uncomfortable doing this, please speak with the Dean.
The Head Coach will request a price quote to be FAXED or e-mailed from the hotel which outlines the cost. The Head Coach will submit this price quote to the Administrative Assistant.
The Administrative Assistant will complete a requisition form for a cash advance for the Coach or the option to directly pay the hotel with a CRC check.  Please let the Administrative Assistant know which you prefer.
The Coach will pick up the check prior to departure on the road trip.
The Coach will pay for the lodging by either reimbursing themselves with the cash advance, or paying the hotel directly with the check.
If there are any additional charges, the coach will be reimbursed after they return to campus.
The Coach will bring all receipts and paperwork to the business office upon arrival back on campus.
Please be aware that only the cost of the room will be reimbursed and coaches are advised to tell their athletes not to incur any additional charges.


 Faculty Absences:


Missing classes causes many hardships for both the students and other faculty members. It is incumbent upon you to do the right thing and try hard to have your classes covered during absences. Try to use a guest speaker, ask colleagues to cover and return the favor, any way you can think of to help cover the class are all appreciated. We have to only use substitute pay when absolutely necessary, as authorized by the Dean.  Also, please make arrangements as early as possible.
Once you know you will be absent, please contact the Dean and Administrative Assistant. If you reach one, please let the other know as well.

The following are the District guidelines for absences. In all cases, it is important that the Dean approve the absence:


 Reason for absence/cancellation:
· Could not hold class due to weather conditions. Cancel class immediately if thunder and lightning are in the area.

· Have to miss due to departure for athletic contest or other professional obligation.

· Sick leave (also used for personal necessity).

· Personal Business: Full time faculty have a maximum of two days per year during Fall and Spring semesters only that you can use for personal business. This is used for activities that cannot be reasonably accomplished during non-work hours. Example: parent-teacher conferences, financial or legal appointments. Not to be used for personal travel, attending children’s sporting events.  The Dean must know the general reason for absence.

· Personal Necessity: Days can be used for circumstances serious in nature such as illness of immediate family members. Time is taken out of sick leave and you are limited to six days of personal necessity. Explanation to be given to the Dean.

· Professional Exchange: For reasons to be approved by the Dean, professional exchanges can occur. The substituting teacher cannot receive pay in this instance, and the exchange must meet the professional obligations of the day.






 Concessions Policies:


 Special Note:
Aramark has rights to all food service on campus. We have obtained special permission to run concessions in our area. This permission must be obtained anytime there is a managerial change on campus with Aramark.


 Special events:
If you are the person generating the event, either with an outside group or your own tournament, then you have first rights to concessions.  This does not include hosting State Championships.
Any outside event that is not “owned” will be offered up to teams as a fundraising event. Examples: If an outside group schedules a Karate tournament at CRC, then we can run concessions.
Any event not covered goes to the Athletic Director as a possible administrator of the concessions at that event. However, the proceeds will then be put in the general AU account, and will not be sport specific.
 Home Games:
Each team is entitled to run concessions for their own home games. If they do not want to run them, then another team or the Athletic Director may opt to do so. If another team runs the concessions, the profits go to their team. If the Athletic Director runs the concessions, the proceeds will then be put in the general AU account, and will not be sport specific.
 Equipment and Supplies:
The Athletic Specialists are responsible for checking out, cleaning and monitoring of athletic uniforms and equipment (as specified by each individual coach). The Athletic Specialists will provide each coach with an accurate list of uniform and equipment within one week after the season ends. If an athlete owes equipment, the Coach will be responsible to try and acquire the equipment from the athlete. If they are unsuccessful, the Athletic Specialists will be notified and the Dean will put a hold on that student’s records.
Keys for the equipment room are issued to authorized personnel only. Keys to the equipment room should not be given to any student athlete. There should not be any unsupervised athletes/students in the equipment room. We have had equipment stolen in the past. If you open that room, you are responsible for the lost equipment.
Only equipment and supplies which have been approved may be purchased. Once approved, requisitions are completed and processed if there is money available. Should you have any emergency equipment needs, please see the Dean/Athletic Director.
The Athletic Specialists provide various support services to the student athletes and coaches here at Cosumnes River College. These services include the issuing, laundering, maintenance, retrieval and inventory of uniform and equipment items and lockers. All uniform and equipment items issued to the student athlete are the property of the Cosumnes River College Athletic Department. All issued items, unless otherwise stated, are to be returned to the equipment staff upon the completion of the season, or completion of the athlete’s participation. Again, failure to return issued items will result in a “hold” being placed on the student athlete’s academic record. The student will be financially responsible to replace equipment not returned.
Daily Laundry service will be provided for individual student athletes during their competitive season. This service is provided for Cosumnes River College issued gear only. No personal items will be laundered. For efficient and effective laundry service, items must be turned in after every practice or competition and placed in the designated bins. Laundered items will be available for pick up from the designated rack prior to the next day’s activity.
Lockers for athletes and PE students will be assigned by the Athletic Attendants.



 Fundraising Policies:


Individual team fund-raising activities are the full responsibility of the head coach. This includes facility reservation forms, applying board regulated fees, work orders for custodial support, monitoring by the coach of the activity, and any other administrative tasks needed to run the event.
Any activity to generate funds for your program using the Cosumnes River College name or resources shall be deposited into your AU account or the general Athletic AU account, depending on the activity.
There are many District and State rules and regulations regarding fund-raising. Please check with the Athletic Director before you run an event. You must also have insurance coverage if the event requires participation of some kind.
Sales of goods by teams and coaches are not considered donations and are not tax deductible. Revenues from such sales shall also be deposited into your AU account.
Expenditures from the AU accounts should directly benefit the sport. The Dean must approve the expenditures (sign the requisition). Any expenses incurred without prior approval of the Dean will be the responsibility of the head coach.
Forms for media guide and athletic venue advertising can be found in the main office. CRC’s Tax ID number, for donations is: 94-2506591

 Post Conference Play:


All post-conference play costs are paid for by the CCCAA playoff account and/or monies generated during the event. If a team has not used all the funds in their travel budget, any team qualifying for post conference travel may use those funds. There are specific forms that must be filled out and completed depending on whether we host or travel to a playoff event. The Athletic Director and Associate Athletic Directors are responsible for all post conference play event management. For Post Conference play, a CCCAA meal money signature form must be signed in addition to the CRC signature form.



 Facility Requests:


For all events where facilities are involved, besides regularly scheduled contests and practices, a facility request form must be filed with the Facilities Office. This is needed to ensure that the scheduling of the facility: does not conflict with the master schedule, communicates with the facilities office and campus police, schedules grounds, maintenance and custodial staff and the appropriate board regulated fees are paid.
If the facility in question is part of our Division, the request can go through the Dean or Administrative Assistant if the Dean is not available. They will then notify the Facilities office.
Remember, facilities for home intercollegiate athletic events, including practices, do not need to be requested using the Facilities Use Request form. This is done by the Dean and Administrative Assistants. However, the use of facilities outside the normal practice times, switching facilities, on holidays, for fundraising events, when campus is closed and even some rescheduled events need to be requested using the proper form.
Instructors and coaches are asked to keep the Dean/Athletic Director and Staff informed of any schedule changes. Facilities Office: 691-7418







Tournament (both in-season and fundraisers): Responsibilities (Head Coaches):

An AD on duty will be at the games your team plays in. All other tournament games must have either yourself or your paid assistant in attendance administrating the event. Should any emergency arise, call either 911 or any Athletic Director depending on the type of emergency.  Keep campus police number handy: 558-2221
Student workers will be assigned for the cash box/gate that you do not have to pay for. Please arrange with Assistant AD whose responsibility it will be to get the cash box and put it away.
The College pays for the officials for the games your team plays in. The rest of the officials are to be paid out of your AU/trust account from tournament entry fees.
The college provides athletic trainers for in-season tournaments, up to an 8 team tournament. Beyond 8 teams, the AU account will be charged (if trainers are available).
For fundraising tournaments, everything gets charged back to the sport program. All concessions profit will go to the group running concessions.
Your staff responsible for letting officials in and out when it is not your game. AD on duty will take care of it when you play.  The Athletic Specialist is assigned to this as well and will be available.
Make facility reservations through the Dean.
Make custodial requests through Grace Corpuz, but be aware that extra custodial will be charged back to you!
As always, Athletic Specialists are in charge of facility set up. It is helpful if your team can take down or assist in doing so.


To avoid custodial costs:
CAC/PE 113 Event Cleaning Requirements (minimal)


PUBLC AREAS: Empty all trash containers in lobby, gym, restrooms and public areas and reline if needed. Remove large debris from floor. Remove all trash to exterior dumpster. Dust mop all public areas and spot mop all public areas (use “wet floor” signs when public is present). Damp wipe drinking fountains using germicidal solution. Spot clean entry door windows. All cleaning tasks should occur at the end of each event or a minimum of once per day.
RESTROOMS: Damp wipe all sinks, toilets, urinals and dispensers with germicidal solution at the end of each event or a minimum of once per day. Empty all trash containers and reline if needed. Empty all sanitary napkin dispensers and reline if needed. Remove all trash to exterior dumpster.  Dust mop and wet mop using germicidal solution.
There are two exterior trash dumpster locations for the removal of the trash, either between the CAC and the VPA or behind the Library.
Supplies: Spray bottle of germicidal and glass cleaner, liners, gloves, “wet floor” signs, mop bucket, wet mop, and dust mop. Also, use paper towels from dispensers located in restrooms for disposable rags. A tote with supplies is available. Call Custodial Services if supplies need to be replenished. See Dean, Kinesiology and Athletics for location of supplies.



 Sport Schedules:


It is the responsibility of the head coach to prepare a schedule for approval by the Athletic Director.
Schedule all athletic contests, (competitive season and NTS), within the guidelines established by the CCCAA and the BIG 8 conference. Schedules will be submitted to the Dean/Athletic Director for approval by May 1st for fall sports and June 1st for spring sports. Schedules shall not exceed the maximum allowable number of contests and the approved contest dates set by the CCCAA. Conference schedules shall have first priority. Non-Traditional Season schedules must be given to the Athletic Director at the start of the semester.
Once approved, schedules shall not change without just cause and approval by the Dean. Conference schedules cannot change without the consent of both contest AD’s and the approval of the conference commissioner.
For rescheduled contests, please follow the appropriate conference rules for a postponed or canceled event. Don’t forget to notify the Dean/Athletic Director, Administrative Assistants, the officials, the training staff, game management, and the game administrator.
It is the responsibility of the head coach to provide the Area Office with an accurate and complete contest and practice schedule prior to their season. It creates problems for the Administrative personnel if you change the schedule, so please try and have a finished schedule when submitted.


 Unusual Practice Times: The scheduling of practices and contests that are outside the normal practice time or schedule changes must be in accordance with CCCAA practice and playing rules. The alternate practice or game time must be handled properly for liability reasons. If you are a coach and you schedule a practice outside of normal practice hours, such as a weekend or a holiday, or if you reschedule a game, you must e-mail or contact the Dean/Athletic Director regarding the change (a week prior to the event at the latest, if possible).

 There are several reasons for this policy:
· The trainer’s hours must be managed properly to stay under budget.
· Part-time trainers work other jobs and require advance notification (again, at least a week if possible), in order to coordinate their schedules.
· The Dean/Athletic Director can take a look at the various team schedules and try and coordinate practice times to make it easier for support staff to be here by consolidating practice times.
· The Dean/Athletic Director can inform all constituents, including facilities reservations so that all people are notified and everyone will be informed.  This will make it easier for each coach.
· The Athletic Director must be informed as to when the teams are practicing and playing. This is in case of emergencies.
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 Eligibility:

In order to be eligible to compete, student athletes must meet the requirements set forth by the CCCAA, the BIG 8 Conference, the LRCCD and Cosumnes River College.

Initial Eligibility: the following lists the steps for establishing initial eligibility of all student athletes.

Step 1	Assistant Athletic Director meets with each head coach to set up an initial eligibility meeting with their team.
Coach gives the Assistant Athletic Director a roster of who will compete on their team.

Step 2	Assistant Athletic Director meets with each team and explains the eligibility process.
Student-athletes who have enrolled in other colleges (after high school graduation) fill out a Form 2 for each college they were enrolled in.
Student-athletes from outside CRC’s recruiting area fill out a Form C (if they have not already done so or if the Assistant Athletic Director doesn’t have a copy of it).
Student-athletes fill out a Form 1 and sign it.
Assistant Athletic Director explains the Intercollegiate Athletic Student Responsibilities and Expectations form. Student- athletes fill out form and sign it. The Student-athlete receives a copy of it in the student athlete handbook.
Assistant Athletic Director explains the Felony Disclosure Statement. Student-athletes fill out and sign form. Student-athletes fill out the Player Profile Sheet (Media Guide form) (if they haven’t already done so).
Assistant Athletic Director receives all Forms from Student-athletes and quickly check forms before athlete leaves.

Step 3	Assistant Athletic Director sends Form 2’s immediately following meeting.
Assistant Athletic Director copies the Form 1’s and gives them to the Eligibility Clerk in Admissions and Records. They pull a copy of the athlete’s transcripts and class schedules and start working on the Form 1’s.
Assistant Athletic Director puts all student athletes who have attended an eligibility meeting and completed a Form 1 on the shared drive (detailed eligibility worksheet and the coaches view site), by sport.
The trainer updates the detailed eligibility worksheet daily until all athletes on each team are cleared or no longer members of the team.
Assistant Athletic Director makes sure all Student-athletes have an SEP on file with the Athletic Counselor.
Assistant Athletic Director updates the detailed eligibility worksheet and the coaches view site daily until all athletes are cleared to compete or are no longer associated with a team.
Head coaches can pull up and look at the coaches view site at any time to find the status of their student athletes throughout the eligibility process.

Step 4	Form 1’s go to Admissions and Records Eligibility Clerk. The clerk checks each student-athlete’s class schedule for the number of units enrolled in, intercollegiate sport class, and enrollment dates as well as class starting dates.
Eligibility Clerk also checks Student-athlete’s transcript for GPA, units completed between seasons, evaluates transcripts from other colleges, repeated units and the transfer rule.
Eligibility Clerk inputs into the detailed eligibility worksheet the status of each student athlete. He or she then sends a status report to the Associate Athletic Director notifying them of any problem(s) a student-athlete is having meeting the CCCAA and/or CRC eligibility requirements.

Step 5	Once Student-athletes are cleared by the Eligibility Clerk, transcripts and class schedules are returned to the Assistant Athletic Director.
Assistant Athletic Director compiles all paperwork for each athlete into an eligibility packet per student athlete.

Step 6    Once all requirements are met for the majority of student athletes, the Associate Athletic Director meets with the head coach. Packets are given to the head coach for review and signing, and returned to the Assistant Athletic Director.
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Step 7	Assistant Athletic Director checks the packets.
Step 8	Packets are given to the Dean/Athletic Director for review and signing, and then are returned to the Associate Athletic Director.
Step 9	Assistant Athletic Director checks packets and enters all information into the CCCAA Web Form 3 and prints the form.

Step 10 Assistant Athletic Director takes packets to Vice President for checking and signing. The forms are returned to the Associate Athletic Director who checks the packets.  Associate Athletic Director copies all Form 1’s and Form 3’s.
Step 11 Assistant Athletic Director sends the CCCAA Web Form 3 to the Conference Commissioner at least one day prior to first competition.
Assistant Athletic Director mails necessary paperwork (Form 1’s and the Form 3’s) to Conference Commissioner, via post- al mail.
Assistant Athletic Director gives copy of the signed Form 3 to the head coach, Dean, Athletic Counselor and their SPA, trainer, equipment managers, athletic specialists, eligibility clerk and keeps a copy for themselves.
Assistant Athletic Director places all athletes’ entire packets, the original Form 3 and a game schedule into the eligibility binder kept in the PE and Athletic Office.

Step 12 Assistant Athletic Director holds a make-up eligibility meeting for all student athletes who miss their sport’s meeting and follows the same process as above. If a student-athlete misses their team’s eligibility meeting and the make-up eligibility meeting, then they meet individually with the Associate Athletic Director and go through the same process as above.

 Ineligibility:
Any student who has been declared ineligible must be held out of competition until eligibility can be verified by the Dean and/or Assistant Athletic Director.

Student athletes who drop below 12 total and/or 9 academic units are immediately ineligible and cannot compete until they again are above the unit minimum requirement.

Basketball players who are ineligible at the end of the fall semester cannot become eligible until the first day of the spring semester.

If a student-athlete is declared ineligible they will not be issued a uniform by the Athletic Specialists and will not be allowed to participate.


 Re-instatement:
If an athlete is re-instated and is once again eligible, the Athletic Specialists can issue them a uniform.

Re-instatement of an athlete will be done by the Dean, Assistant Athletic Director or designee only. It is inappropriate for a coach, Athletic Specialists or other staff to determine the re-instatement of a player.

 Daily Eligibility Check:

Done Monday through Friday by the Dean and Administrative Assistant. The People soft program is accessed and easily displays those athletes that are under units. This list is both put on the shared drive for Coaches to see, and also a hard copy is put in the coaches’ mailbox. The Dean also notifies the head coach via email and/or phone call. An athlete that goes under units after the Friday check and plays either Friday night or on the weekend is subject to CCCAA rules in which the player is not allowed to play in any contests during the following week.

 Transcripts:
Singular or batch transcripts by sport for student-athletes can be accessed by the Dean/Ad, Administrative Assistant and the Counselor.  Please request them when needed.


Late Start Athletes: All late starting athletes must follow the same established procedures as the rest of the athletes. The head coach will arrange for the process to start with the Assistant Athletic Director. Coaches shall not allow any athlete to participate without being cleared.

General Rules: Student athletes must be continuously and actively enrolled and attending a minimum of 12 units during the season. Of those 12, 9 must be academic (anything but PE activity classes and/or work experience classes).

First year athletes are basically eligible if they are enrolled in the correct amount number of units (and if all other things are completed ex. SEP, cleared with trainer, paperwork completed, etc.).

Continuing eligibility participants must complete and pass 24 semester units (18 academic) between their first and second sea- son of competition and have a cumulative GPA of 2.0 or better from their first participation.

A student athlete is a transfer student if they have already attended another college after high school graduation. Those athletes who participated at another California Community College, must satisfy the 12 unit transfer rule (establish residency at CRC) before they will be allowed to participate in athletics. All transfer students, whether they played or not, need official transcripts from each of their previous colleges to be cleared to play.

At the end of the season, the Assistant Athletic Director gives a copy of the Form 3 to the head coach and asks them to complete the “season of competition used” for each of their student athletes on the form. The head coach then initials and dates the form and returns it to the Associate Athletic Director. The Associate Athletic Director then updates the information on the CCCAA Form 3 web system, prints the updated Form 3 and has it signed by the Vice President. Once signed, the Associate Athletic Director sends the web based form to the conference commissioner via the submission on the CCCAA website. The athletic director then mails a copy of the finals season signed Form 3 to the conference commissioner and puts the original in the binder for the particular sport kept in the PE office.  The athletic director will send the final Form 3 with records of participation to the conference commissioner as  mandated by the CCCAA. All students who participated in the sport shall be listed on the form.

 The head coach must fill out a competition day accounting of who participated in every contest.

Non-Traditional Season eligibility:  see section on NTS








ATHLETIC TRAINING POLICIES and PROCEDURES:

Mike Deutsch, Head Athletic Trainer: 916-691-7298	Julie Madsen, Athletic Trainer: 916-691-7970

 Game/Practice Changes
Must notify about changes to practice schedule at least 48 hours ahead. May be subject to availability of athletic training staff and may result in no coverage.
Holiday coverage must be pre-scheduled.
Game schedule changes or game additions that are not a result of weather must have at least 7 days notification. May be subject to availability of AT staff.

 Water Delivery on Game Day
Water will be delivered to game site one hour prior to event. Earlier delivery will be dependent upon AT staff availability or may require assistance from team, student help, other staff, etc.

 Training Room Priority/Triage
In season, game-day athletes have first priority. In season, practice athletes have second priority. 
Out of season/NTS game athletes have third priority.
Out of season/NTS practice athletes have fourth priority. EMERGENCY/INJURY CARE PRECEDES ALL.

 Non-Athletic Injuries
Due to liability and contractual issues, the athletic trainers are not responsible for injuries occurring in Physical Education classes or extracurricular activities.
The college nurses and police officers are the first responders for all non-athletic injuries, campus-wide. The AT staff will help out when liability allows.

 Training Room Use
Use of the training room and athletic training supplies must be approved by AT staff. This is especially true for outside group use.
Remember to check out coolers, ice chests, etc. ahead of time. (A voice mail, email, hand-written note, etc. to tell us who has the item, how many, what sizes, expected return date, etc.)
Return borrowed items clean and dry. Do NOT leave moisture in the coolers or ice chests!
Do not give room keys to team members, managers, students, etc. without college staff supervision. This is a safety and liability issue.
Do not allow any untrained persons to use any modality, including, but not limited to: ultrasound, electrical stimulation, hot packs, whirlpool.


 Injury Reporting
Make sure your athletes report any injuries within 24 hours of the incident.



 Pre-season Medical Screenings
Physicals must be taken care of by the student. They can see their own physician or go to a clinic.
No athlete may participate in practices or games without AT clearance. NTS athletes must be cleared before competition. Physical clearance for NTS will not be granted on the day of a game.

 Return to Participation
Return-to-play decisions are the sole responsibility of the Athletic Training staff.
All injured athletes must be cleared by a Certified Athletic Trainer. Supporting documentation from a Doctor can be given to the Trainer, but the ultimate decision rests with the Athletic Trainer as to whether or not that player can return to play. The Athletic Trainer is hired by the district to make those decisions. In the case of an away game, the trainer at that institution should be in charge.  At no time is a coach cleared by the district to return a player to play or participate in direct conflict with a trainer’s decision. This decision could result in disciplinary action by the college or a lawsuit on the part of the athlete.
 Game Management:
Here at CRC we will strive to host first-class athletic contests.  It is our desire to create a professional environment in which our athletes can excel.  Every effort will be made to accomplish this, given budgetary constraints and personnel availability. The Coach will meet with the AD prior to the start of each season to go over all aspects of the season, including game set-up duties and who is responsible.
Every home athletic contest, with the exception of tournament games in which CRC is not participating, will have an athletic administrator on duty in the sport venue. During tournaments in which there are games in which CRC is not a participant, the coach running the tournament should be present. However, during such events, an athletic administrator will be available by phone within 15 minutes of the college. Here is a breakdown of responsibilities for games:
 Assistant Athletic Directors/Game management:
The Assistant AD is primarily responsible for the overall game supervision and facilitation of the contest.  As such, they will introduce themselves to the visiting coach and game officials prior to the start of each contest. They should arrive at the venue no less than 30 minutes prior to the scheduled start time. They should stay until it is judged to be a safe and incident free atmosphere in which most or all participants have gone home. It is important that they be good hosts to visiting teams and represent the college well in this role.
The Assistant AD is responsible for providing coverage of admissions, cash boxes, depositing funds, and student workers set-up at the gate.
The Assistant AD is responsible to troubleshoot individual and crowd control problems in conjunction with campus police if necessary.
The Assistant AD assists the coach in finding game announcers and scorekeepers (if budgeted). The Coach is primarily responsible for this, as it is important to have an expertise in the sport.
The Assistant AD should examine the sport venue for any irregularity that may endanger the safety of all participants and take action to make corrections.
The Assistant AD should organize the national anthem playing at the beginning of every athletic event. This includes confirming PA system delivery from the Athletic Specialists if one is not already at the facility.
The Assistant AD is responsible to fill out decorum violation reports if necessary and FAX them to designated parties within 24 hours after the contest.
The Assistant AD should also facilitate and help run any special contests or entertainment that takes place at halftimes or pre/post game.
The Assistant AD is not responsible for: facility set-up and take down, but should work with staff to make sure it is done.




Game Admission Prices:


We have standardized the cost of admissions to all of our athletic contests, except tennis (no charge), as follows:
$6.00 - general admission
$4.00 - visiting students w/ ID
$2.00 - senior citizens (over 60) and children 8 - 12 Free – CRC students, staff and faculty with ID
And kids younger than 8

· Sport specific season passes: Baseball and Softball $50.00. Basketball, Soccer and Volleyball are $30.00. Tennis is free. Passes are transferrable, but only good for one individual.
· One year all sport season passes: $ 60.00
· Coaches can allow specific groups or individuals in free to games (excluding post conference), provided they give the Athletic Director or Assistant AD’s a list prior to the game. Any non CRC student guest must reside in our recruiting area in order to get in free.
· Members of the press must provide a press pass or identification of affiliation to a news organization in order to get into a game free.
· Passes are not valid for Tournaments, Post Conference, Regional and State playoffs.

The CRC Admission prices above do not apply to CCCAA playoff and Championship games. The CCCAA has an alternate price schedule.

NON-TRADITIONAL SEASON OF SPORT (NTS):

· The head coach of the sport wishing to participate in NTS is responsible to request participation with the Dean at least 10 working days prior to the first contest. This request will include: a complete proposed schedule including days, dates, and times of scrimmages; opponents, roster of proposed participants, travel arrangements, officials cost (if any), and any other pertinent information.
· NTS scrimmages should be scheduled during the week, if possible, to facilitate having support staff.
· Head coaches are reminded that participation in NTS is voluntary and all costs incurred are the responsibility of the program. AU accounts will be used to fund NTS play.
· Eligibility for NTS is determined by the Athletic Director. Student athletes will be cleared to participate if they are enrolled in a SPORT conditioning class associated with their particular sport, have complied with all other rules and regulations of athletes, (including grade checks), and have medical clearance from the Athletic Trainers office.
· All CRC student behavior regulations adhered to in the competitive season of sport are in effect during the NTS season.
· Gender equity and Title IX compliance will be evaluated based on the teams that are participating.


Los Rios Police Department at CRC
The Los Rios Police Department is staffed by dedicated, professional, and community-service oriented employees located at each of the four colleges. Campus Police protect the safety and security of all students, faculty, staff, visitors, and property as well as provide accurate and timely information about the security environment of the college and our surrounding community. The Los Rios Police Department is staffed with sworn police officers, college safety officers, campus security officers, dispatchers, clerks, and student assistants. Officers use foot, bike and vehicle patrols to serve the campus population and maintain high visibility on the campus. Campus Police enforce state and local laws the same as any sworn law enforcement agency and are authorized to use force, arrest, and cite anyone who violates the law.
If any person is disruptive or dangerous, please call the campus police immediately at 2221 or 7777. The non-emergency number is: 7393
Instructors are asked to fill out a student discipline form located online if there is any trouble with a student. This form will go to the VP of student services.



Web Sites and Social Media:
The Sports Information Officer and the Coaches are primarily responsible for upkeep, planning and content of their sport website and social media. Assisting them are the Administrative Assistant, Clerk, Campus PIO, and CRC webmaster.  All content must be within CCCAA and Los Rios Rules and regulations.



Scholarships and Awards:

 CRC Campus Scholarships:
The college offers over 100 scholarship opportunities. The application period is from the first week in January until the last day in February. There are many scholarships that have varied criteria. You may be eligible for several, and it doesn’t take much effort to apply. Some of these scholarships are specifically for athletes such as:


The Steve Krisiak Athletic Department Scholarship:
Two awards at $500.00 each.
These awards are voted upon by those Kinesiology, Health and Athletics faculty who have financially contributed toward the scholarship. The recipients must have a 3.0+ GPA, Full Time (12 units or more), be transferring with a minimum of 24 units completed, 1 year of CRC athletic competition completed or in progress. This award must go to student who has applied for this particular scholarship. The student-athlete cannot compete for CRC after they have been awarded this scholarship. Trophy and certificate awarded in addition to monetary award.
James Clark Memorial Scholarship:
One award at $1,000.00.
This award is voted upon by voted by coaches, former coaches in the department, athletic director, assistant athletic directors and the athletics counselor. Voting will be done at a meeting. The student-athlete must have a 2.5+ GPA, must be a student-athlete, 12+ units, transferring to a four-year university, and have financial need.
Trophy and certificate awarded in addition to monetary award. These awards are given at the campus-wide Honors and Awards night.
 Athletic Department Awards:
The Athletic Department will have a Banquet and Award Night and will honor distinguished athletes with the awards outlined below.  This is scheduled sometime in early May.
 Procedure:
Awards will be voted on and determined by the coaches, athletic director, assistant athletic director and athletics counselor. Coaches will submit their nominees at the meeting for voting. They should submit a brief bio and present information for their nominee. Coaches will also submit a nomination for Hawk of the Year and their team’s MVP. If at all possible, the Hawk of the Year and the MVP’s should be different student athletes. Coaches may not vote for their own players during the first round of voting. The top three candidates in each category will then be voted on again to choose the winner. During the second round of voting, coaches may vote for their own player. The award winner’s names will be revealed the night of the banquet.


 SCHOLARSHIPS:
The Jim Clark Scholarship, and Steve Krisiak Scholarship awards will be given at the campus wide Honors and Awards Night, but also recognized at the Athletic Awards Banquet.


 TEAM level awards*:
Each program should have these awards at the team level:
· MVP – this should be the best overall player on the team. The player who helped the team achieve overall success. They should also be all-academic athletes.
· Hawk of the Year – One athlete is nominated from each team. This should be awarded to the athlete who has shown out- standing citizenship, team contributor, and is a leader on and off the field, pool, or court.
· Scholar Athlete of the Year – the athlete with the highest GPA.
*Please note: Any team may choose to have any other awards which are appropriate for you and your team, but are not recognized at the Awards Banquet.

  OVERALL ATHLETIC DEPARTMENT AWARDS:
All of the above awards will then be included and voted on for the Overall Athletic Department Awards. These will be voted on and determined by the coaches.
· Cosumnes River College Athlete of the Year – this will be the most prestigious of all of the awards. There will be one winner overall and chosen from the pool of 3 (winners of the Spirit of the Hawk and two MVP’s one male, one female). Trophy awarded.
· Spirit of the Hawk Award – basically an overall Hawk of the Year award. All Hawk of the Year winners from each program will go into the running for this award.  Trophy will be awarded.
· Most Valuable Female/Male Athlete – there will be two awarded: one to the most valuable male athlete and one to the most valuable female athlete. The MVP’s at the team level will go into the running for these overall awards. They must be at minimum All-Conference, but can also be: Conference MVP, All-Region or State or American (whatever applies to their sport), but mainly, their season-long performance must have been a contributing factor to the success of their team. In other words, if they had not participated, their team would not have been as successful as they were. They helped their team finish high in the conference, make regional play-offs and/or advance to the state championship tournament. Trophy will be awarded.
 Student-Athlete Academic Recognition:
Each team’s athlete with the highest GPA will receive a certificate.
For each semester (doesn’t have to be consecutive) that a student-athlete receives over a 3.0, the following awards will be given:
1st Semester: T-Shirt, White with Scholar-Athlete logo. 2nd Semester: T-Shirt, Blue with Scholar-Athlete logo.
3rd Semester: Blue Hooded Sweatshirt with Scholar-Athlete logo. 4th Semester: Grey Hooded Sweatshirt with Scholar-Athlete logo. 5th Semester and beyond:  Our best wishes for continued success.

For Fall Athletes, the award to be given at the Spring Awards Banquet. For Spring Athletes, the award will be given at the Fall Athlete Welcome night. For those athletes who have moved on every attempt will be made to mail your award.
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Mascot Guidelines:
Role of Mascot:
The purpose of a mascot shall be to symbolize school and community spirit used to enhance the tradition and emotions of its audience through exaggeration, characterization and entertainment. Specifically:
1. Work with Athletic Department Staff and provide a supportive role to the teams.
2. Use game antics and pantomime to increase spirit.
3. Work with athletic department and student activities office to promote spirit.
4. Be organized at all times.
5. Know when and what you are doing before an appearance.
6. Mascots do not speak.
Mascot Image:
1. Be a positive representative of school spirit.
2. Develop an image with which people can identify.
3. Make character alive (not just a person inside a uniform).
4. Children are drawn to a mascot the quickest, so treat them with care.
5. Develop special traditions that are done at every game with crowd.
6. Learn to act differently for different situations to get the most from the crowd.
7. Practice motions of cheerleaders, but make them bigger for crowd appeal.
Entrances:
1. Fly in like a Stealth Bomber.
2. Roll out the red carpet.
3. Sweep a clean way for player when possible with a broom, etc.
4. Tug-a War.
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Exits:


1. Fly out like a Stealth Bomber.
2. Cartwheels.
3. Carried off by staff.
4. Bunny hop.

Game Antics:
1. Hand out balloons, basketballs, mega phones.
2. Use props, signs, a big # 1, oversized whistle, etc.
3. Have young children shoot a basketball or dance.
4. Use Administration in court and field gimmicks.
5. Do pushups corresponding to score during games.
6. Show an instant replay in slow motion.
7. Pay off a referee to fix score.
8. Strike poses for camera.
9. Have a spirit contest using home team and opposing team colors, mascots, banners, etc.
10. Use music to enhance performance but not same music each time.


Key Rules:
1. Never speak while in character. Talking in costume is not appropriate for mascots.
2. Never break Character.
3. No part of your body should be seen while in character.
4. No part of your body should be seen off your body.
5. Never rest in plain view of the audience.
6. Never cool down too quickly.
7. If you do not have anything to do, get out of sight.
8. Know how to attract and when to distract.
9. Find out specifics before agreeing to a parade.  Check on weather.
10. Never let anyone use the mascot uniform without approval of Athletic Director or Associate Athletic Directors.
11. Know rules applying to mascots in your conference.
12. Meet the opposing mascot to discuss any interaction between the two of you.
13. Do not be distracting during the national anthem.
14. Do not degrade game officials.
15. Dressing or undressing in front of crowds is prohibited.
16. Do not use lewd or obscene gestures.
17. Do not encourage the crowd in dangerous or unsportsmanlike situations.

Safety Guidelines:
1. The use of springboards and/or mini-tramps is prohibited.
2. Mascots should never be used as spotters if dressed in costume and head is covered.
3. Be aware of the limitations of the costume.
4. Set parameters in your performance area and stay away from dangerous or unstable areas.
5. Stunts and pyramids involving the mascot should be practiced in these steps prior to performance: out of uniform, with cumbersome parts (feet, head, hands, etc.) and then in full suit.
6. Drink plenty of water during and after performances.
7. Use extreme caution when entertaining children.
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Job Descriptions:

Duties of the Dean/Athletic Director:
 Job description LRCCD:



	Under the general direction of the appropriate Vice President, the Dean of Kinesiology and Athletics facilitates and promotes
effective student needs assessment, student learning and student outcomes in Physical Education and Athletics through the infusion of high technology, alternative learning environments, integrated curriculum and appropriate use of distance learning. The Dean supports and enhances a climate which promotes innovation and improved service to students and cooperates with area staff and other managers to develop processes that are student friendly and success oriented. The Dean of Physical Education and Athletics also works with staff and students from the other colleges and sites in the District to review and implement the District strategic plan and to coordinate it with college planning and to promote effective student learning in a multi-college environment. The academic disciplines supervised by the Dean of Kinesiology and Athletics are: Kinesiology, Health, Physical Education, Dance, and Coaching.

	


 Typical Duties:

· Provides leadership in Kinesiology, Physical Education, Dance and Athletics for innovative student learning, the assurance of student success, and the continued evaluation and improvement of the area instructional program.
· Promotes the assessment of student outcomes in order to determine the effectiveness of student learning and student development programs in the area and assumes primary responsibility for assuring that student athletes meet the academic requirements for eligibility for competition and for successful transfer.
· Promotes staff development and supports a climate which fosters innovation. Develops instructor assignments and class schedules which meet student needs. Assumes responsibility for staff evaluation and development.
· Assumes responsibility for guiding faculty in curriculum development and evaluation. Develops area budget recommendations and facilities utilization plans.
· Coordinates the activities of the faculty and staff in the instructional area.
· Supervises the coordination of athletic competitions and events.
· Assumes responsibility for implementing the policies and procedures of California Community College athletics as governed by the California Community College Athletic Association in the Community College League of California.
· Works with the District staff in all areas of responsibility. Attends and serves on assigned college and district committees.
· Assists in the articulation of area programs with other institutions and in the development of partnerships with external agencies.
· Employs techniques such as interest-based conflict resolution and other appropriate strategies to resolve disputes and enhance communication and cooperation among the members of the college and district committees.
· Performs other duties as assigned.
· Willingness to work flexible hours and weekends.




 Specific Departmental Expectations:
The Area Dean is responsible for the operation of the Kinesiology, Physical Education, Dance, Health and Athletic Department. This person is the Administrative Representative to the conference and the designee of the College President. The Dean is responsible for and has final approval over all departmental budgets. The Dean is responsible for the evaluation of all the area employees, classified and certificated and they represent the area at college and district meetings.
As the Athletic Director, the Dean supervises the entire Athletic program. This includes but is not limited to:
· Organizing and administering intercollegiate athletic programs for men and women students.
· Maintaining knowledge of Conference, CCCAA, CRC and LRCCD rules and regulations. 
· Represent the college at conference and CCCAA meetings.
· Maintaining knowledge of gender equity and Title IX regulations and filing of the annual EADA report.
· Applying LRCCD and CRC standard operating procedures relative to athletics and coordinating all changes in those policies should that need arise.
· Providing information to all athletic staff regarding CCCAA, Conference and CRC rules and regulations, including new coaches’ orientations and CCCAA certification workshops for all necessary personnel.
· Supervising and evaluating coaches and support staff in the development and conduct of sports programs.
· Approving all sports schedules and schedule changes.
· Monitoring transportation for all team travel.
· Coordinating all departmental fund raising activities and supervising individual sport fund raising activities.
· Preparing and managing all athletic budgets.
· Supervising all classified employees within the Athletic Department (Administrative Assistant, Evening Clerk, Trainers, Athletic Specialists, Instructional Aides, SID).
· Supervising all student employees (student help and work study). Overseeing sport camps and or clinics.
· Coordinating all athletic publicity and public relations with the media and surrounding community. Supervising the SID, encouraging coaches to report all contest scores, supervising all athletic publications (media guides and game programs), acting as a liaison to feeder high schools.
· Coordinating the preparation of all facilities used for athletic events: scheduled contests, tournaments, and practices, team meeting rooms, officials rooms, and requesting the required maintenance of said facilities, especially as it relates to participant’s safety.
· Coordinating the supervision of all home athletic contests and events including: game management personnel, contest officials, security arrangements, game administration (scorekeepers, announcers, and timers), game admission procedures, and payment of all appropriate game administrative personnel.
· Monitoring the process and procedures for establishing and maintaining academic eligibility for all student athletes according to CCCAA, Conference and CRC rules.
· Maintaining all records pertaining to individual and team participation.
· Providing guidance to ensure proper conduct of all coaches and athletes at all athletic events. Dealing with decorum violations of all athletic personnel and student athletes.
· Coordinating and supervising all CRC hosted Post Conference Competition playoff events.




Duties of the Department Chair:



Duties of the Department Chair:
 Responsibilities and Duties:  LRCFT Contract:
2.2.4.3 Responsibilities and Duties
The Department Chair serves as a liaison between the department members and the college administration. Directly responsible to the Dean of an area / division, the Department Chair assists and advises in performing department-related duties as requested. The primary role of a Department Chair is that of a liaison between the department and the Area Dean. The Department Chair gains consensus among department members and represents the department to the college community. The Department Chair effectively communicates faculty issues and concerns to the Area Dean. The Department Chair also facilitates communication, coordination, and cooperation among faculty within the department.
The Department Chair engages in multiple tasks that are normally beyond the responsibilities of a regular faculty member. For example, Department Chairs assist in recommending to the Academic Senate President faculty appointments to hiring and peer review committees. Other duties may include, but are not limited to:
2.2.4.3.1 Advising and assisting in the preparation of departmental proposals or requests relating to curriculum; scheduling; staffing; budgeting; facilities planning and utilization; instructional materials for the department, such as textbooks, films and other items that augment the instructional program; as well as initiating and coordinating the completion of program review and departmental planning in a timely manner.
2.2.4.3.2 Assisting in the recruitment, hiring process, mentoring and evaluation of faculty and substitutes.
2.2.4.3.3 Serving as presiding officer at department meetings.
2.2.4.3.3.1 The Department Chair shall call regular meetings of the department members.
2.2.4.3.3.2 Special meetings may be called by the Department Chair and shall be called at the request of one-third (1/3) of the department members.
2.2.4.3.3.3 The Department Chair shall issue at least five (5) calendar days' written notice of regular meetings to all department members. Whenever reasonable, written notice shall be given of special meetings.
2.2.4.3.4 Deriving department consensus and communicating resulting recommendations with specified timelines to the administration.
2.2.4.3.4.1 The administration shall notify the Department Chair through the Area Dean of issues on which input is sought and allow a reasonable time for response. The Area Dean should make every effort to anticipate these issues at the annual planning meeting (see Section 2.2.4.7).
2.2.4.3.4.2 While the Department Chair is the formal channel for communicating to the administration department consensus on issues identified by faculty of that department, this does not preclude the right of department faculty to communicate to the administration directly.
2.2.4.3.5 The Department Chair represents the department as needed in coordination and liaison with college committees, college advisory committees, articulation councils/committees, other educational institutions and governmental agencies, and for other duties as agreed.



 Specific Departmental Expectations: (re-evaluated every April between Dean and Chair):
· Assists the area Dean and represents faculty. Meets with the Dean on an as needed basis on Department issues.
· Calls and schedules Department meetings, one at the beginning of the semester, one at mid-term, and one at the end, or other meetings as needed.
· Assists the area Dean when needed, in evaluating policies and procedures, for Kinesiology, Physical Education, Athletics, Health and Dance.
· Coordinates and guides faculty in the timely development of curriculum (including SLO's and Assessment) from conception to DCC Approval. This includes monitoring the process with faculty through technical review, collaboration with sister colleges, and, if needed, at the College and District curriculum level.
· Initiates and coordinates the completion of program review, unit planning, and accreditation requests in a timely manner.
· Assists the area Dean and Faculty, as needed, in representing the Department to outside groups. This may include: articulation and/or fund-raising efforts with business and industry, community advisory groups, or other public agencies including scheduling and conducting the meetings and related follow-up activities.
· Assists the area Dean and Faculty, as needed, in the timely preparation of the class schedule in a manner that is responsive to the needs of students and faculty.
· Assists the area Dean, Faculty and Students with concerns and, following the LRCFT contract, district regulations, state and federal regulations to help resolve them and/or refer them to the appropriate persons.
· Plays a leadership or facilitative role in new program development and/or grant development.
· Provides leadership for adjunct and full-time faculty and orients faculty to the services and expectations of the college and the department.
· Other duties as agreed upon by the Department Chair and the Dean.
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Duties of the Associate Athletic Directors:
The Assistant Athletic Directors are to assist the Athletic Director/Dean in whatever duties the Athletic Director requests. They will be responsible for:
· Establishing initial eligibility of all student athletes in coordination with the Eligibility Clerk in Admissions and Records and the Dean/Athletic Director. This includes distribution, preparation, filing, assessing and verifying all paperwork involved in the eligibility process.  This includes the non-traditional season.
· Supervision of all home athletic contests and events including: game management personnel, contest officials, security arrangements, game administration (score keepers, announcers, timers), game admission procedures, payment of all appropriate game administrative personnel and hosted Post Conference contests.
· Working with the Athletic Counselor in regard to SEP’s the Athletic Counseling Program and grade checks.
· Working with the Athletic Trainers in regard to the Athletic Training Program and medically cleared athletes.
· Preparing information and leading the athletic staff CCCAA certification workshops for all necessary personnel.
· Maintaining knowledge of gender equity and Title IX regulations.
· Representing the college at conference assembly meetings.
· Maintaining knowledge of Conference, CCCAA, CRC and LRCCD rules and regulations.
· Serving on committees appropriate for athletics.
· Organizing and running all athletic “Special Events”.
· Arranging for game management personnel and announcers.
· Meeting weekly with the Area Dean/Athletic Director.
· Coordinating awards for athletes and special events such as the Athlete Welcome night and Award BBQ.


Head Coach Responsibilities:
The head coach of each intercollegiate team is responsible for every aspect of their program. They shall take an interest in both the academic and athletic endeavors of their student athletes. Each head coach shall strive to provide the college and the community with a quality athletic program. The head coach will represent the college, the athletic department, and the community in a positive manner. Head coaches will be evaluated by the Dean/Athletic Director and must demonstrate program administration responsibility. Head coach duties include:
· Attending all Athletic Department meetings.
· Attending all BIG 8 coaches meetings for their sport.
· Annually submitting a request for supplies and equipment to the Dean. This includes requests for money to pay officials, entry fees, meal assistance, game management, and lodging.
· Maintaining an accurate account of all AU account activity and balance of said account.
· Participating in general athletic fund raising activities.
· Coordinating and directing all sport specific fund raising activities.
· Reading, understanding and abiding by the current: CCCAA Constitution and Bylaws, the BIG 8 Constitution and Bylaws, the appropriate CCCAA Championship Handbook, the appropriate BIG 8 sport supplement, and the appropriate sport rule book as identified in the CCCAA Constitution and Bylaws. Head coaches shall also adhere to the rules and regulations of CRC and the LRCCD.
· Establishing regular staff meetings, realistic responsibilities and reliable procedures for assistant coaches as well as provide opportunities for assistants to use their talents.
· Establishing and maintaining positive public relations with colleagues, college faculty and staff, and community members including, students, parents, the press, the surrounding high schools and other interested parties.
· Head coaches are expected to manage their eligibility roster to be accurate at all times.


· Informing program participants (athletes and staff) of team rules including: conditioning; physical exam and athletic training requirements; practice attendance and participation rules; conduct and behavior expectations relative to practice, during competition, on trips, in the classroom, on campus and in the community; appropriate dress; drugs, alcohol and/or tobacco rules; relations with officials and opponents; sport, conference and state decorum rules and regulations; responsibility for actions; academic and athletic counseling requirements; and any other information the head coach feels is pertinent.
· Keeping abreast of modern trend, techniques and strategies of coaching. This can be achieved by attending clinics, networking with colleagues, and regularly reading professional publications on their sport. Coaches should annually evaluate their present system with their assistant coaches and apply new trends when applicable.
· Providing an atmosphere of cooperation. Be receptive to suggestions and give credit to those responsible for success.
· Regularly communicating with campus wide organizations such as: ASG, the Connection (school newspaper), the SID, etc. about their program.
· Cooperating with the Athletic Trainers on physical examinations, insurance claims and medical help for injured athletes. If a student athlete fails to attend the scheduled physical examinations for their sport, make-ups are not guaranteed. The student athlete will have to arrange for their own physical using the approved physical form at their own expense. Physical forms, emergency cards, insurance information and Assumption of Risk forms must be on file with the Athletic Trainers before an athlete is allowed in any organized practice.
· Cooperating with the Athletic Counselor and the Athletic Counseling Program on academic matters for their athletes. Student athletes much have an SEP (Student Educational Plan) on file with the Athletic Counselor before they are allowed to participate. Cooperating with the Athletic Specialists for handling all uniforms and equipment. Communicate to the student athletes their obligations to the uniforms and equipment issued to them. Inform them that they are responsible for all issued equipment and that awards, transcripts and the ability to register for future classes will be denied until all equipment is returned or payment is received for anything they have lost or damaged. Student athletes are to return all uniforms and/or equipment issued to them at the conclusion of their season (end of season or when they are no longer a member of the program).
Head coach should also have knowledge of current inventory of equipment and uniforms as well as replacement needs.
· Web site maintenance and content is the primary responsibility of the Head Coach. The Evening Administrative Assistant and the Sports Information Officer will assist the coach in maintaining the web site, but must receive direction from the Head Coach.
· Actively recruiting student athletes in the high schools within our recruiting area. Adhere to the recruiting rules established by the CCCAA especially in recruiting out-of-area athletes (Form C on file with the AD).
· Scheduling all contests within the guidelines established by the CCCAA and the BIG 8 conference. Schedules should be sub- mitted to the Dean for approval by May 1st for fall sports and June 1st for spring sports shall not exceed the maximum allowable number of contests and the approved contest dates set by the CCCAA. Conference schedules shall have first priority.
· Facilities – Facilities for home intercollegiate athletic events, including practices, do not need to be requested using the Facilities Use Request form. However, the use of facilities outside the normal practice times, on holidays, for fundraising events, when campus is closed and even some re-scheduled events need to be requested using the proper form.
· Arranging for transportation (requests turned in), meals and/or lodging for their team. It is extremely important to allow adequate lead-time for team travel preparation. Don’t forget entry fees for tournaments. Provide the Athletic Director and each team member with a travel itinerary before overnight trips.
· Organizing, coordinating, supervising, and evaluating practices and related activities giving attention to each player’s mental and physical well-being.
· Attending all practices and schedules competitions including evenings and weekends. Head coaches must travel with their teams unless unusual circumstances arise and this must be cleared with the Dean. (see page 23)
· Practice - No athletic team, class, group or individual is allowed to practice or use facilities or equipment unless properly supervised by a coach or instructor. No athletic team practices may occur outside the approved practice dates specified by the CCCAA.
· Games/Contests – Coaches are responsible for the on and off field/court action of their student athletes during contests. Players who exhibit unsportsmanlike conduct should not be allow to participate in the contest.
· Trips- Coaches are responsible for their student athletes on road trips and should inform them that they are representing CRC. A high standard of behavior is expected. Coaches are to travel with their team on the bus and/or vans. If there is any misbehavior of significant impact on the part of an athlete, please call the Athletic Director or Associate Athletic Directors as soon as possible.


· Before a competitive event, take responsibility to prepare the staff and each team member for the competition.
· During the competitive event, maintain self-control, provide a model of sportsmanlike conduct in relation to players, officials, staff, spectators and the opponents, in accordance with Big 8 and CCCAA guidelines and rules.
· After the competitive event, accept responsibility for the outcome of the competition in victory or in defeat.
· Following the appropriate conference rules for a postponed or canceled event. Don’t forget to notify; transportation, the officials, the training staff, game management, the game administrator, and the area office.
· Maintaining adequate records, statistics, scores, etc. of game results and student athletes’ participation records and accomplishments.
· Reporting statistics and game results of all games/contests to media, conference and state statisticians, Sports Information Officer and the Athletic Director. Call in all game/contest results to the local newspapers. For publicity purposes and good public relations, it is necessary to have up-to-date accounting of scores and results. Call the Sacramento Bee at 441-4100.
· Providing an End-of-Season archival report to the Athletic Director at the conclusion of each competitive season. Report should include: opponents and scores of all contests, win-loss record, conference standings, regional and/or state standings (if applicable), athlete participation list, program honors or awards (including athletes and coaches), photos, team DVD’s etc., etc.
· Staying in contact and communicate with athletes during the off-season.


Assistant Coaches and their duties:


All assistant coaches must meet the LRCCD requirements to be hired. The head coach will make recommendations for an assistant coach to the Dean/Athletic Director, who will make the final approval. All assistant coaches, paid or volunteer, must adhere to the same policies as set by the CCCAA, the BIG 8 Conference, CRC, the athletic program and the head coach. They are expected to assist in all aspects of the program as assigned by the head coach. Once hired, paid assistants may be re-hired upon approval of the head coach and the Dean.
Assistant coaches, who are not paid, must be approved as volunteers. Volunteer coaches must complete a Volunteer Form and will be held to the same standards as paid employees.


Administrative Assistant Responsibilities:


 Administrative Assistant I: Assists administrator with office organization and detail and recommends operating practices and procedures to create new or to revise existing methods. Answers inquiries requiring knowledge of resources, services, and procedures regarding curriculum issues and state regulations; provides information about college standards and procedures and assists in the coordination of services for students, staff, and the public; obtains information by reviewing files, records, and other documents including Internet sources; explains administrative unit, and college operating policies and procedures for students, faculty, and staff; delivers messages; and runs errands. Assists students and staff in problems relating to special programs, student services records, and/or complaints; and assists in their resolution or refers them to appropriate staff members. Coordinates activities with other District offices; arranges appointments for staff, faculty, and students. Prepares materials for presentations and instruction; prepares records and reports for District and/or external agencies; prepares time sheets, reports, and/or preliminary payroll records; prepares travel forms and equipment/supply requests from department, campus-wide committees, funding applicants, etc.; and prepares and reviews a variety of data for completion and conformance with established procedures such as travel authorizations, requisitions, and workers compensation claim forms. Maintains accurate master records, database mailing lists, paper files, absence, and inventory records; maintains database files of confidential, sensitive, and technical information; and maintains and/or monitors the department budget. Operates and maintains office machines; responds to network computer and other trouble calls by notifying repair people; handles complaints by referring them to appropriate staff members; resolves problems encountered in the purchasing process through communication with vendors; and orders materials, supplies, and services.
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Copies, sorts, and files documents or enters in a database; updates and proofreads data and other information such as records or reports; compiles, prepares, and revises sections of college catalog for printing; and assists in developing and publishing curriculum and committee calendars. Assists with monitoring and reconciliation of department and/or office budgets; verifies and calculates FTEs and load for certificated employees; prepares and lays out promotional brochures and fliers; tracks flex obligation for faculty; prepares adjunct faculty assignments; prepares timesheets and time reports for adjunct faculty and/or counselors, and prepares payroll documents. Coordinates personnel interviews for new hires; may have lead responsibility for temporary clerical staff, and/or student employees and be expected to interview, train and oversee their work. Makes appointments and maintains calendars for managers and/or professional staff; reads and answers correspondence; receives and accounts for fees; schedules staff meetings, conferences and appointments; and processes incoming and outgoing mail, packages, and other materials. Compiles information for and prepares and/or edits meeting agendas, minutes, correspondence, memoranda, reports and other materials for mailing or distribution; assists in preparing material for published class schedules, catalogs, student guides, newsletters, bulletins and registration.
 Clerk II (Evening Clerk): Answers telephone, delivers messages, prepares meeting rooms, and runs errands. Communicates with students, faculty, staff, and the public to disseminate or explain information, or to review and complete forms or files. Reviews files, records, and other documents to respond to requests and inquiries from students, faculty, staff, and the general public to provide information on services, policies, and procedures, and refers them to other campus programs or departments as appropriate. Compiles, copies, sorts, and files documents, records of office activities, transactions, etc., appropriate to the department. Computes, records, updates, and proofreads data, schedules and other information, and assists with completing reports. Processes and posts outgoing mail and distributes incoming mail, packages, and other materials, and may be required to track postage meter usage. Arranges for office equipment servicing and maintenance. Composes letters, purchase orders, reports and other correspondence; maintains employment packets and job announcements; may assist in the coordination, recruitment, selection, and evaluation of classified temporaries and student aides assigned to the department; and develop ways to advertise and post job needs. Inventories and orders office supplies. Maintains campus information binder and District forms. Assists with Sport Information duties. Performs additional duties as assigned by the specific department and performs related duties as required.




	 Administrative Assistant
	Cross over from Clerk III
	 Clerk III

	Budgetary accounting
	
	Cash box prep and processing

	Requisitions
	Type requisitions and submit to AA
	Sends schedules plus parking passes to other colleges

	Arranges transportation for teams
	
	Webpage support

	Schedule evaluation and other meetings: Takes meeting notes
	Take notes on occasion
	Media Guides

	Arrange meal money for teams
	Type requisitions and give to AA
	Coaches letters to instructors

	Order office supplies as needed
	Keep a list of requests and give to AA
	Team color posters

	Process hiring forms:
Faculty, student help, other
	Hand out packet, review packets when submitted and submit to AA
	Print new safety rules for distribution to instructors

	Process timesheets
	Add budget codes to timesheets as they come in
	Collect syllabi from all instructors

	Front desk reception
	If AA is busy, make sure to be aware of additional support.
	Create game programs of rosters

	Print transcripts, and other student records
	
	Fulfill instructor clerical requests

	Filing
	Leave files for AA
	Create flyers for special events

	Records absences for faculty and staff
	Leave note for AA if aware of an absence
	Update wall calendar as needed

	Print eligibility and enrollment re- ports
	
	Front desk reception

	
	
	Monthly (23rd) list of gate hours to







Athletic Trainer(s) Responsibilities:


Functions as liaison between physician, coaches, parents, student-athletes and administration. Arranges for and assists with pre-season physical examinations for all sports; and coordinates physical screenings to detect pre-existing conditions that would limit or prevent participation in intercollegiate athletics. Administers emergency care, treats acute, sub-acute and minor chronic disabilities, and/or refers injured student-athlete to physician; evaluates physical condition of injured athletes; advises, develops and implements programs for routine and corrective exercises; provides rehabilitation services for injured student-athletes; uses treatment modalities such as ultrasound, electrical stimulation, hydrotherapy and therapeutic exercise; and recognizes and manipulates conditions which require special taping, bracing or padding, either preventative or rehabilitative. Designs, develops and supervises conditioning and reconditioning/rehab programs. May assist in the selection and fitting of protective equipment. Arranges transportation as needed for injured athletes. Serves as host athletic trainer for visiting teams; and attends home athletic events when scheduled. Maintains and operates the athletic training room. Maintains all student-athlete health records and maintains records for all the individual injuries and treatments of injured athletes. Pre- pares and oversees budget for medical and athletic training supplies and equipment. Develops, administers and oversees a Student Athletic Trainer program. Educates student athletes about generally accepted health and safety knowledge. Performs related duties as required.
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Athletic Counselor Duties:
1. Advising student athletes on coursework and degree requirements pursuant to their goals, both academically and also for athletic eligibility. To include progress checks to see if they are meeting eligibility requirements, especially for second year and transfer eligibility.
2. [bookmark: _GoBack]Monitoring of student athlete progress through grade checks. To include a “report” of grade averages, statistics on comparing athletes to the general population, and progress of teams on a semester-by-semester basis. Notification to coaches and Dean as to who has not turned in their grade check on the due date.
3. Working with Coaches to assist student athletes in maintaining academic success. To include giving progress reports to coaches.
4. Working with the Athletic Directors on certifying athletic eligibility.
5. Working with faculty when needed, and in special situations, when a student athlete has difficulty.
6. Close monitoring of student athletes who have poor grades, to include weekly meetings (if possible), with the athletic Counselor or their Aide.
7. Working with the Tutoring center coordinator to:
a. Advising athletes on where and how to get tutoring.
b. Working with the Dean to develop additional tutoring support in the Hawk Study center
8. Compiling a list of Scholar-Athletes over a 3.0each semester prior to award nights.
9. An understanding of academic awards that are offered to athletes and assisting coaches and athletes to apply for these awards.  To include all CCCAA scholar-athlete awards, Big 8 conference and CCCAAAA awards.
10. Attending Faculty and Coaches meetings when possible or as needed.

SPA (Student Personnel Assistant)
 Athletics Program: Assists the Athletic Academic Counselor in the coordination of a wide variety of program support activities and services. Assists “at risk” students in athletic programs with special testing and support services referrals, time management, and review of their assignments if needed. Monitors academic performance of student athletes and makes appropriate referrals; prepares, distributes and collects progress reports, assists in follow-up of unsatisfactory reports, and completes eligibility unit checks. Collects data, maintains records, and prepares reports on academic progress of individual teams and athletics as a whole. Performs general office duties including: sending memos to coaches, faculty, and administration; maintaining student files; scheduling appointments; updating rosters; assisting with Athletic Handbook; maintaining the Athletic Academic Counseling website and coordinating related brochures and recruitment packets; and working with admissions. Assists with coordination of planning activities for the Athletic Counseling Program; maintains lines of communication with coaches, athletes, faculty, and staff; and performs related duties as required.
Current Duties in Hawk Study Center
Monitor Study center
Make sure it is a clean welcoming environment for learning. Continually tidy and push in chairs, throw forgotten trash away etc. Ask disruptive students to quiet down or leave if necessary.
Assist students in studies
· Meet weekly with Athletic Counselor, Dean of Athletics, and SPA.
· Get to know coaches and establish a rapport with them. Most importantly make sure they know who you are and what you do.
· Ask students if they need assistance with their work help when possible (most of the time they just need someone to work it out with them even if the subject is unfamiliar to you).
· Help keep students on task, ask them what they need to get done, help them organize their time if needed (this also helps to avoid disruptions and builds a rapport).
· Locate and post various lab hours and tutor center hours and tutor availability each semester. (Hours for all study labs are available at the labs as well as the various tutors’ schedules).
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· Coordinate with athletics Counselor to identify students with immediate need for help, contact them and schedule regular meetings with them to get them on track and help them to succeed.
· Make yourself available for students who seek you out for assistance. Schedule time if necessary to meet with them and help them if needed.
· Create and send updated email weekly to send to the athlete’s Counselor, Dean and Coach informing them of progress or regression in studies and work  always make at least one positive point but be honest and frank.
· Walk around the room and offer assistance whenever possible.
· Be available to proof read student drafts throughout the day and comment on them. Pass out your email to make yourself more accessible.
· Know the finer points of D2L(drop boxes, assignments, syllabi, etc.) to help students navigate the system if they are unfamiliar with it.

Athletic Specialist(s) Responsibilities
Oversees use of locker and dressing rooms; assigns lockers and maintains records and assignments; issues, receives and checks athletic equipment, clothing, and towels; operates washing machine and dryer to clean athletic clothing and towels; sorts items for laundry and checks and stores items upon return; notifies supervisor when supplies, clothing or equipment should be replaced; mends and repairs clothing and equipment; maintains checkout for valuable items, lost and found articles, and first-aid equipment; receives, marks, stores, issues, checks, and inventories athletic equipment for competitive sports, such as soccer, volleyball, baseball, softball, basketball and tennis; issues clothing, protective pads, shoes, balls, bats, and other game equipment and maintains records of accountability; inventories athletic supplies and equipment; sets up equipment for gym classes; preserves, cleans and repairs athletic equipment; stencils and marks equipment; performs burning, lining and chalking athletic fields and other field reparation; may oversee student assistants; operates laundry; assists instructors and coaches as needed; performs other duties as required.
 Departmental Expectations of Athletic Specialists:  Revised 8-18-09
· Organization, maintenance, ordering (as requested), and inventory of all Athletic and Physical Education equipment.
· Accurate record keeping on computer spread sheet of complete inventory. Make available inventory easily accessible for any coach or instructor who may want an updated list of equipment.
· Laundering and repair of athletic apparel. May include taking apparel for alterations, screening or dry cleaning.
· Check-in and check-out of athletic gear. Must contact coaches to determine a “window” of time for athletes to come in and get their uniforms.
· Communication to coaches in a timely manner immediately after the season (or as players leave the team) on players who have not turned everything in.
· Initiate holds on athletes who do not turn in uniforms.
· Organize use of equipment at optimum and most effective level.
· Maintaining security and minimizing loss by theft of equipment items.
· Purchasing laundry products.
· Getting price quotes, ordering and receiving equipment.
· Field and facility preparation to include:
· Set-up for classes, as early set up as possible before class. You should not be setting up at the time class starts.
· Pre-game field set-up: field lining, cashier table and chairs, flag pole, and PA system delivery and set up. (2 hours before game)
· Volleyball game set up. Bleachers out, sweep, standards tables and chairs. (2 hours prior to game)
· Public address systems and Flag pole set-up and take down.
· Cleaning of dug-outs, bleachers.
· Tennis court surfaces.
· Observation and reporting of maintenance needs.
· Equipment room organization and maintenance:
· Maintain neat and orderly equipment rooms at all times, including swim, CAC, and PE equipment rooms.
· No clothing on the floor at any time.
· Minimal clothing or equipment out in main equipment room.


· Monitoring of student access to the equipment room.
· Organization and assignments of tasks to student workers.
· Working standard:
· On time for work, and staying until the shift is completed.
· Completing tasks in a timely manner.
· Making good, productive use of time, yet still taking either ½ hour or 1 hour for lunch and two 15 minute breaks.
· Communicate directly to coaches and instructors if needs cannot be met in a timely manner as requested, and unavailability of services if off the clock.
· Vigilance and awareness of possible safety hazards, and immediate reporting of these to the appropriate party.
· Knowledge of emergency policies and procedures.
· Congeniality and effort to assist is appreciated.

Sports Information Officer Job expectations:
· Announcer for athletic events.
· Manage the Athletic Department web site;
· Coordinate and write the weekly (and daily when necessary) sport information on the Athletics website to ensure the site is current and accurate;
· Work with the web site publisher and coaches to ensure accurate and timely publications of schedules, results and statistics
· Verify, edit and control the quality of sport information posted on the CRC Sports web site;
· Coordinates the day-to-day operations of sports information;
· Ensures that the conference and state (BIG 8/CCCAA) reporting requirements are followed;
· Coordinates the production of all competitive sport programs and media guide publications (establishes time lines, gathers information, layout, design, edits, sends to print);
· Develops and maintains an archival information for the competitive sports programs such as CRC individual and team records, major award winners, pictures etc.
· Build media relations to increase coverage of the CRC Athletic programs (competitive and non-competitive);
· Disseminates information, results, success, human interest stories to media, college and external community;
· Provides ongoing information to publications such as the Sac Bee, Elk Grove Citizen, CCCAA Sports Information etc.;
· Develops content and coordinates production of the, media guides, sport programs and the competitive calendar (schedule cards);
· Assists in the organization of special events.
· Provide on-going liaison with BIG 8, CCCAA and CRC communication staff regarding sport information;
· Other responsibilities as required by the Dean of Physical Education and Athletic Director.

Eligibility Clerk Responsibilities:
 Admissions/Records Evaluator I: Evaluates student transcripts for credit acceptability and for admissions and graduation; works with counselors to resolve graduation petitions; and distributes, explains, receives and checks for completion and accuracy of graduation and other petitions. Researches, interprets, and applies varied and complex policies, regulations, procedures and guidelines related to transfer credits and graduation requirements; and compiles initial athletic eligibility. Performs a variety of clerical and technical duties involving student registration, admissions, veterans’ affairs, and records maintenance. Per- forms a variety of public contact tasks; communicates with students, staff, and other individuals to disseminate or explain information; and aids students in registration and admission procedures by giving information about admissions, credit transfer, and courses offered. Prepares and maintains student folders, reviews files, records, and other documents to obtain information to respond to requests; and compiles and types reports. Receives and accounts for various fees. Processes records, posts and processes grades; processes and sends transcripts to students and colleges; and types and files various notices and forms. Composes and types letters and routine correspondence. Answers telephone, responds to requests and delivers messages; operates office machines, such as copier, fax machine, shredder and computer; receives and distributes mail; and orders materials, supplies, and services.  Oversees the work of temporary and student workers.  Performs related duties as required.





Study Center Coordinator:  (not funded)


 Duties:
Supervise and work with Study Center staff in meeting the needs of our athletes in terms of tutoring and one-
on-one assistance. Determining which tutor should be available to assist them, and scheduling them to see that tutor. This would also include record keeping and maintaining a good line of communication with staff.
Evaluate the SOP for the study center to streamline the connection to assistance for athletes, and improve the SOP if needed.
Meet with athletes initially to evaluate their needs.
Evaluate the grades and current schedules of our athletes to determine who needs assistance in their studies. Work with coaches in connecting athletes who are struggling academically to weekly appointments for assistance (as needed) to improve their academic success.
Report and meet weekly with the Dean to determine which athletes are not trying and not meeting appointments.
Assist in promoting successful student-athletes through recognition of their success.
Review the improvement of those athletes that have been targeted for a high need of assistance and the effectiveness of the center in changing their motivation, study habits, and improved GPA.
Create a semester by semester and yearly statistical analysis of our athletes’ success in the classroom.


Academic Coaches Job Duties:
Meetings:
Academic coaches are here to push and believe in the student athletes. We set up weekly 30 minute meetings with the athletes and give them a weekly/monthly calendar to add important dates from the syllabus. We teach them study skills, time management, and help with homework. We also refer them to tutoring or other services on campus. Update the excel file with the notes from the meeting. Their file will be labeled by sport (SP15.Baseball_info). There is a separate tab for each player.
Daily Status:
Send the Dean an email to report any missed appointments of the day. Tell him/her some good news/good grades as well.

Grade Checks:
Enter grades in “Week 9 Spring 15” excel file.  It is sorted by sport, then by name.
For 5 and 10 week review, mark their name on the spreadsheet Yellow if there is one (1) grade of D or F. Mark it RED if there are two or more D or F. There is a separate file for 5 week and another for 10 week in Excel.
Update the student’s file in Excel. An example of a Progress Report file is SP15Softball. These are the files for the students that we meet with. They are indicated with SP for spring, 15 for 2015, and then name of sport (Softball, WBasketball, etc.).
Color-code the ones not turned in (blue) and email the individual coaches a list of those names. Coaches will follow up with their athletes.
When done entering the grades, separate the four colored sheets of the Progress Reports. Distribute sheets to Counselor (White), Director (yellow), Coach (pink) and we keep the goldenrod copy. Organize them by sport, then alphabetically by name.


SARS Track
All students who use the Study Center have to sign in on the SARS Track system. There are three choices: Computer Use, Studying, and Academic Coaching.
If a student has been here for more than 2 hours, the student will have to sign in again. The computer will log them out after 2 hours.
Shelly Charron is the SARS Expert.  Our login is PELABIA and password is the same.
Books
We have some books for student use. A list of books available is posted on the cabinet door. These books are to be used in the center only.  We keep the cabinet locked and the student should request a book from the IA or SPA.  If the student helps themselves, they let us know which book they got.
Noise Level
Because it is a study center, we need to maintain a quiet space. Remind students to keep it down especially around noon.
Power Point
Run the power point presentation daily when computer is not in use. This has important information for the students. Also add to the slide any kudos to the students, like Athlete of the week.
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