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WELCOME! 

 
Welcome to your Coach’s handbook!  The mission of the Dunlap School District is to empower all 
students to reach their individual potential.  We realize that this can only be accomplished through a staff 
committed to continuous improvement through teamwork, collaboration and shared leadership.  We 
embrace these values and strive to instill them in our staff at all levels, because every employee’s role is 
crucial to our success. 
 
Your work as a coach in this district is important! You are providing lifelong skills to all of our athletes. 
The following handbook lists our departments operating procedures and guidelines. By following these 
procedures and guidelines we ensure that our athletic department will run efficiently throughout the 
course of the school year. 
 
Thank you for your dedication to our student athletes and our schools. 
 
Sincerely, 
 
 
Greg Crider 
District Athletic Director   
Email:  gcrider@dunlapcusd.net  
(309) 243-7751 
(309) 208-5033 cell 
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INTRODUCTION 
 
This document is intended to provide a reference for personnel related policies and procedures for employees 
in District 323, who provide coaching services. This handbook is a compendium of Board policies and 
practices that govern the relationship between the employee and the District. The Board policies can be 
found on the District website at http://www.dunlapcusd.net/District/Pages/SchoolBoardPolicies.aspx. This 
handbook is not a comprehensive summary of the Board policies; therefore, employees should review all 
Board policies. If there is any contradiction between this handbook and the Board policies, the Board 
policies shall control. To the extent there is any conflict between this handbook and federal or state law, the 
latter shall control. Questions or suggestions should be submitted to the District office in writing. 
 
THIS IS NOT A CONTRACT. All personnel are employees at will. Nothing in these policies is intended 
to, or shall, create any contractual obligations of any kind. No policy, benefit, or procedure implies, or may 
be construed to imply, an obligation of the District or any employment contract where one does not exist. 
This handbook is not an offer of employment. No promise of employment or employment-related benefit(s) 
for any specific period of time is offered, established or to be implied from anything in these policies. 
 
No representative of the District has any authority to enter into any agreement for remuneration or any other 
benefit of employment, except the Superintendent and Board of Education, and even then only if the 
agreement is in writing and approved by the Board of Education. Any oral or written statements or promises 
to the contrary are expressly disavowed and should not be relied upon by any existing or prospective 
employee. 
 
This Coaches’ Handbook is intended to outline procedures regarding the athletic programs within the 
District and is not intended to fully address all employment-related issues of the Coaches. 
 
The District reserves the right to unilaterally modify, revise, amend, replace, or eliminate this handbook 
or any policy at its discretion at any time with or without notice to the employees. 
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Principles Elements 

Developing Exemplary 
Student Athletes:   
 

 
¾ Every coach, parent, teacher, administrator and community member will 

strive to provide and promote safe, positive environments and first-class 
venues for our student athletes and teams. 

¾ We intend for our athletes to become lifelong learners, who develop 
excellent athletic skills and positive character traits that will benefit them 
throughout their adult lives. 

¾ Athletic programs help build leadership skills, instill community values 
and promote a healthy lifestyle that contributes to the physical, mental, 
emotional and social development of our students. 

¾ Our athletes and teams will exemplify collaboration, dedication, 
commitment and accountability to their sport, their teammates and their 
school. 
 

Dedication  
to Sportsmanship 

¾ Dunlap is committed to assuring that our athletes and parents 
continuously demonstrate respect for coaches, teammates, opposing 
players, officials, our community and the communities we play against. 

¾ Fair play is a major fundamental for every player, coach and parent. 
¾ Good sportsmanship and integrity will never be compromised for the 

sake of winning. 

Integration of Athletics 
into Education 

 
¾ Athletic programs provide an additional opportunity for students to 

learn and mature. 
¾ Lessons taught through teamwork, practice, skill development and 

competition complement knowledge learned in the classroom. 
¾ Academic education will always be our athletes’ first priority, but 

collaboration between coaches and teachers provide rich opportunities 
to further educate our students through the development of athletic 
skills, leadership abilities, physical fitness and teamwork. 
 

Creating Proper 
Pathways to Success  
 

 
¾ We succeed when our athletic programs are competitive and win.  
¾ We succeed when our students play in a positive environment 

committed to developing well-rounded young men and women who 
appreciate the opportunity to compete. 

¾ We succeed when our student athletes and teams perform to the best 
of their abilities, and accept the responsibility and consequences of both 
winning and losing as individuals and as a team. 

¾ We succeed when our community is proud of our student athletes 
because of their dedication to a sport, their genuine efforts to succeed, 
and their demonstrated pursuit of excellence. 

¾ We succeed when parents, coaches and administrators work in tandem 
to support our student athletes as they develop physical, mental and 
emotional maturity through healthy competition and athletic 
participation. 
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HIRING PROCESS, EMPLOYMENT CONDITIONS, AND WORK GUIDELINES 
 
A. Equal Employment Opportunity and Minority Recruitment 
The School District shall provide equal employment opportunities to all persons regardless of their race, 
color, religion, creed, national origin, sex, sexual orientation, age, ancestry, marital status, arrest record, 
military status, order of protection status or unfavorable military discharge, citizenship status provided the 
individual is authorized to work in the United States, use of lawful products while not at work, being a 
victim of domestic or sexual violence, genetic information, physical or mental handicap or disability, if 
otherwise able to perform the essential functions of the job with reasonable accommodation and other 
legally protected categories.  See Board Policy 5:10. 
 
No employee or applicant will be discriminated or retaliated against because he or she initiated a 
complaint, was a witness, supplied information, or otherwise participated in an investigation or 
proceeding involving an alleged violation of this policy or state or federal laws, rules or regulations, 
provided the employee or applicant did not make a knowingly false accusation nor provide knowingly 
false information. See Board Policy 5:10. 
 
Persons who believe they have not received equal employment opportunities should report their claims 
to the Nondiscrimination Coordinator and/or Complaint Manager for the Uniform Grievance Procedure, 
as defined by Board Policy. See Board Policy 5:10. 
 
No employee or applicant will be discriminated or retaliated against because she is pregnant or has 
requested a reasonable accommodation for her pregnancy.  Employees have the right to request a 
reasonable accommodation for pregnancy, such as more frequent bathroom breaks, assistance with 
heavy work, a private space for expressing milk, or time off to recover from pregnancy; to reject an 
accommodation offered for the employee’s pregnancy that the employee has not requested and does not 
desire; and to continue working during pregnancy if a reasonable accommodation is available which 
would allow the employee to continue performing her job.  For more information regarding these rights, 
or for any concerns related to these rights, employees should contact the Superintendent (or designee), 
or the Illinois Department of Human Rights at www.illinois.gov/dhr or 312-814-6200 (Chicago Office), 
217-785-5100 (Springfield Office), or (866) 740-3953 (TTY). 
 
B. Employment Eligibility Verification 
All newly hired employees must complete an Immigration and Naturalization Service Form I-9.  If an 
individual is unable to provide the required documents to complete the Form I-9 within 3 business days 
following their first working day, the individual must present a receipt for the application of the documents 
within 3 days of the hire and present the required documents within 21 days of hire. 
 
C. Criminal Background Investigation 
All employees must undergo a fingerprint-based criminal history records check and a check of the Statewide 
Sex Offender Database and Violent Offender Against Youth Database upon hire.  See Board Policy 5:30.  
Employment or continued employment is contingent upon receipt of a criminal background history report 
deemed acceptable by the District. 
 
D. Abused and Neglected Child Reporting 
A District employee who suspects or receives knowledge that a student may be an abused or neglected child 
shall immediately report such a case to the Illinois Department of Children and Family Services (DCFS) 
child abuse Hotline number (1-800-25A-BUSE).  The employee shall also promptly notify the 
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Superintendent, Principal, or Athletic Director that a report has been made.  All District employees shall 
sign the “Acknowledgement of Mandated Reporter Status” form provided by the Illinois Department of 
Child and Family Services (DCFS) upon hire.  See Board Policy 5:90. 
 
E. Physical Examination 
New employees must furnish evidence of physical fitness to perform assigned duties and freedom from 
communicable disease. All physical fitness examinations must be performed by a physician licensed in 
Illinois, or any other state, to practice medicine and surgery in any of its branches, or an advanced 
practice nurse who has a written collaborative agreement with a collaborating physician that authorizes 
the advanced practice nurse to perform health examinations, or a physician assistant who has been 
delegated the authority by his or her supervising physician to perform health examinations. The 
employee must have the physical examination performed no more than 90 days before submitting 
evidence of it to the Board of Education. 
 
Any employee who has provided a medical release from duty by a physician must also provide authorization 
from a physician to return to work. 
 
Any employee may be required to have an additional examination by a physician who is licensed in Illinois 
to practice medicine and surgery in all its branches, or an advanced practice nurse who has a written 
collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to 
perform health examinations, if the examination is job-related and consistent with business necessity.  With 
approval by the Athletic Director, the District will pay the expenses of any such examination.   See Board 
Policy 5:30.   
 
F. Nepotism Policy 
Employees shall adhere to the District guidelines regarding Nepotism.  See Board Policy 5:15. 
 
G. Fraternization Policy 
Employees shall adhere to the District guidelines regarding Fraternization.  See Board Policy 5:17. 
 
H. Terms of Employment 
Unless otherwise specifically provided, District employment is at will, meaning that employment may be 
terminated by the District or employee at any time for any reason, or no reason at all, other than a reason 
prohibited by law.  Nothing in Board of Education policy or this handbook is intended or should be 
construed as altering the employment at-will relationship.  Employees should refer to the Notice of 
Assignment regarding terms of employment.  Terms and conditions of employment may be changed 
without notice.  See Board Policy 5:270.   
 
I. Compensation and Assignment 
The Board of Education will determine salary and wages for athletic department personnel. Increments 
are dependent on evidence of continuing satisfactory performance. The District shall comply with the 
Fair Labor Standards Act. In the event of a conflict between this handbook and state or federal law, the 
latter shall control. Employees may choose to have direct electronic deposit to the depository of their 
choice.  See Board Policy 5:35, Board Policy 5:270 and Section III. 
 

The District recognizes that assigning qualified staff members to positions throughout the District is 
essential to providing an excellent educational program for all students. Every effort will be made to 
assign District staff to areas of the greatest need for the benefit of the students. The District will accept 
requests for transfer from employees, but will only honor those requests when it is in the best interest of 
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the District and the educational program to do so.  Decisions regarding assignments of athletic employees 
will be made by the District Athletic Director and the Superintendent or their designee.  Administration 
reserves the right to make assignments based on individual building needs, skills and experience of 
individual coaches, etc. 
 
J. Employment Termination 
An employee is requested to provide two (2) weeks’ notice of a resignation in writing. In most cases, 
resigning employees are permitted to work to their effective resignation date, but such decision shall be 
at the discretion of the District. A resignation notice cannot be revoked without consent of the Board. 
An employee planning to retire should notify his or her supervisor at least two (2) months before the 
retirement date.  See Board Policy 5:290.  
 
K. Dress Code 
All athletic employees must dress in a manner that is appropriate for contact with students and members 
of the public.  This includes a neat and clean appearance., Dress and appearance must be such that all 
employees are covered from shoulders to mid-thigh.  Due to safety concerns, shoes must be rubber-
soled, non-slip, closed-toe, and closed-back shoes.  No clothing is to be worn that has any derogatory or 
otherwise inappropriate sayings or images, advertises alcohol or tobacco, or has religious or political 
implications.   
 
L. Harassment 
The School District expects the workplace environment to be productive, respectful, and free of unlawful 
harassment or hostile activity. District employees shall not engage in harassment or abusive conduct on 
the basis of an individual’s race, religion, national origin, sex, sexual orientation, age, citizenship status, 
disability, or other protected status.  Harassment of students, including, but not limited to, sexual 
harassment, is prohibited. See Board Policy 5:20 and 7:20.  
 
No person, including a District employee or agent, or student, shall harass, intimidate, or bully a student 
on the basis of actual or perceived: race; color; national origin; military status; unfavorable discharge 
status from military service; sex; sexual orientation; gender identity; gender-related identity or 
expression; ancestry; age; religion; physical or mental disability; order of protection status; status of 
being homeless; actual or potential marital or parental status, including pregnancy; association with a 
person or group with one or more of the aforementioned actual or perceived characteristics; or any other 
distinguishing characteristic. The District will not tolerate harassing, intimidating conduct, or bullying 
whether verbal, physical, sexual, or visual, that affects the tangible benefits of education, that 
unreasonably interferes with a student’s educational performance, or that creates an intimidating, hostile, 
or offensive educational environment. Examples of prohibited conduct include name-calling, using 
derogatory slurs, stalking, sexual violence, causing psychological harm, threatening or causing physical 
harm, threatened or actual destruction of property, or wearing or possessing items depicting or implying 
hatred or prejudice of one of the characteristics stated above. See Board Policy 7:20. 
 
M. Communicable and Chronic Infectious Disease 
An employee with a communicable or chronic infectious disease will be permitted to retain his or her 
position whenever, after reasonable accommodations and without undue hardship, there is no substantial 
risk of transmission of the disease to others, provided an employee is able to continue to perform the 
position's essential functions.  An employee with a communicable and chronic infectious disease remains 
subject to the Board's employment policies including sick and/or other leave, physical examinations, 
temporary and permanent disability, and termination.  See Board Policy 5:40. 
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N. Drug-, Tobacco- and Alcohol-Free Work Place 
All District work places are drug- and alcohol-free workplaces.   All employees shall be prohibited from 
the unlawful manufacture, dispensing, distribution, possession, use, or being under the influence of a 
controlled or mood-altering substance while on District premises or while performing work for the 
District.  See Board Policy 5:50.  Smoking or other tobacco use is not permitted on District property or in 
District vehicles.  See Board Policy 8:30. 
 
O. Reimbursement for Expenses 
The Board of Education shall reimburse employees for expenses necessary for the performance of their 
duties which have been approved by the Superintendent or his/her designee, after proper submittal of 
receipts to the Superintendent in accordance with Board policy.  See Board Policy 5:60.   
 
P. Ethics 
All District employees are expected to maintain high standards in their school relationships, to demonstrate 
integrity and honesty, to be considerate and cooperative, and to maintain professional relationships with 
students, parents, staff members and others.  Any employee who sexually harasses a student or otherwise 
violates an employee conduct standard will be subject to discipline up to and including dismissal. 
 
District employees shall not let their political activities interfere with their job responsibilities.  Students 
shall not be used in any manner to promote a political candidate or issue. 
 
Employees shall not engage in any other employment or in any private business during regular working 
hours or at such other times as are necessary to fulfill appropriate assigned duties. 
 
Employees shall not engage in any work considered to be a conflict of interest.  See Board Policy 5:120 and 
Board Policy 2:105. 
 
Q. Gifts to Staff Members and Solicitations By or From Staff 
Employees shall adhere to the District guidelines regarding solicitations by or from staff.  See Board Policy 
2:105. 
 
R. Personnel Records, Maintenance, and Access 
The employees' personnel records shall be maintained in the District's administrative office, under the 
Superintendent's direct supervision.  An employee will be given access to his or her personnel records 
according to state law and guidelines developed by the Superintendent.  See Board Policy 5:150. 
 
S. Verification of Employment 
When requested for information about an employee by an entity other than a prospective employer, the 
District will only confirm position and employment dates unless the employee has submitted a written 
request to the Superintendent or designee.  See Board Policy 5:150.   
 
T. Work-Related Accidents or Injuries 
The District carries workers’ compensation insurance for the benefit of employees who are injured while 
on duty and that are subject to Illinois worker’s compensation laws.  Employees who are injured on the 
job should follow the instructions as outlined below: 
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1. All injuries must be reported to the immediate supervisor as soon as possible, but no later than 
by the end of the day.  All injuries/incidents are to be reported regardless of how insignificant 
the injury may appear. 

 
2. Dunlap School District #323 has established an informal relationship with the Illinois Work 

Injury Resource Center (IWIRC) at 7725 N. Knoxville Ave. Peoria to treat employees for work 
related injuries. Should an employee require medical attention for a work-related injury, the 
District requests that he/she use this medical provider.  This medical provider has agreed to 
provide immediate medical treatment for the benefit of employees who are injured at work.  
Illinois worker’s compensation law allows employees two physicians of their own choosing. 

 
3. If a work related injury requires an employee to miss work, he/she will need to provide their 

immediate supervisor with a medical release from their physician. Alternate of light duty work 
is not guaranteed.   

 
4. When an employee returns to work, they must provide their immediate supervisor with a written 

release to return to work from their physician. The employee should contact their immediate 
supervisor as soon as they know that they will be returning to work, so that they can be 
rescheduled for work. 

 
5. If an employee incurs medical bills, they are to provide copies of the bills to the District or 

directly to the workers’ compensation insurance company as soon as possible.  Medical bills 
should not be held until treatment for the injury has been concluded, as this will only delay 
payment of the bills. 

 
6. An employee should keep their employer and the insurance company claim adjuster advised as 

to the status of their treatment and recovery.  Should the employee have any questions/concerns 
about the handling of their workers’ compensation benefits, they should contact the 
Superintendent (or designee) for assistance. 
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ATHLETIC DEPARTMENT POLICIES & PROCEDURES 
 
A. Chain of Command  
The following chart shows how the athletic department fits within the Dunlap School District 
organizational chart.  This chart indicates the channels of authority and reporting relationships for 
athletic department employees.  Athletic department employees should follow this “chain of command” 
for reporting information, concerns and suggestions.  The proper line of communication would involve 
contacting the immediate supervisor first.  If an issue is not resolved at the first level, the employee may 
advance to the next level.  These channels should be followed, and no level should be bypassed, except 
in unusual situations.  If a special situation arises that causes the need to bypass the standard line of 
communication (e.g. reports of discrimination, harassment, and/or retaliation), the Superintendent (or 
designee) should be contacted directly.  See Board Policy 3:30. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
B. Athletic Department Mission and Philosophy 

“The Endless Pursuit of Excellence” 
The purpose of athletics in the Dunlap School District is to enhance the educational development of 
our students through competitive programs and venues not available in the classroom.  We strive to 
develop student athletes of the highest character and integrity, who compete honorably on superior 
teams that instil pride in pair schools and community due to their excellences and success.  Our 
objective is to create and uphold a culture that supports and encourages the pursuit of excellence for 
each athlete and every team. 
 
 
C. Employee Behavior Expectations 
In order for the Athletic Department to meet its goals and carry out the mission of the department, the 
District expects the employees to perform the duties in conjunction with the following expectations: 

 
x Work efficiently 
x Comply with District and department policies and procedures 
x Demonstrate flexibility 
x Follow safety guidelines 
x Follow Athletic Director’s, Principal’s, and Superintendent’s (or designee’s) guidance 
x Develop and grow professionally 

Board of Education 

Superintendent 

Athletic Director 

Coach 

Assistant Superintendent 

Principal 
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x Take proper care of District property and equipment 
x Treat coworkers, other staff members, and students with respect 
x Maintain a goal of continuous improvement 
x Serve as a positive influence on students 
x Avoid negative behaviors, including gossip, complaining, and discussing personal issues at work 
x Initially address a work issue in a tactful and professional way with the person with whom the 

problem exists.  If an acceptable resolution is not reached, use the proper chain of command. 
x Be attentive to customer issues and help to report/resolve the issue in a timely and professional 

manner.  Report issues to the Athletic Director, Principal, or Superintendent (or designee) as needed. 
 
D. Student Athlete Beliefs of Excellence 
 

x Lifelong Values and Skills 
x Teamwork 
x Sportsmanship 
x Exemplary Character 
x Responsibility 
x Integrity 
x Community and School Pride 
x Winning Attitude 
x Discipline 
x Loyalty 
x Competitive and Consistent Contenders 
x Mutual Respect among coaches, parents, athletes, administration, and staff members 
x Positive Parental Support 
x Community Service 

 
E. Removal of Equipment or Supplies From Premises 
Equipment may not be removed from district premises unless an employee has been given express verbal 
permission by an administrator to transfer equipment to another location.  Failure to follow this policy 
may be considered theft and may result in disciplinary action, up to and including termination.  
Permission is implied when equipment is being transported to a location for the purposes of activity 
events, competitions or practices. 
 
F. Student and/or Parent Communication 
Staff members should only use an official Dunlap School District email or a texting application that does 
not identify their personal cell phone number, such as “Remind,” to electronically communicate with 
students and parents regarding district business.  If an application such as “Remind” is to be used, both 
parents and students must be on the same list and all participants and parents must have the option to 
subscribe to the list.  Use of personal email addresses or personal social networking accounts should not 
be used at any time.  Texting to parents or students via any method besides a texting application such as 
“Remind” should only be done in an emergency situation or to communicate information that must be 
shared within a 2-hour timeframe and does not pertain to the entire group subscribed to the “Remind” 
list.     
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G. Cell Phones/Personal Electronics 
Athletic department employee cell phones and personal electronics are not to be used in work areas 
except for emergencies.  In order to remain focused on work responsibilities, phone calls must be kept 
to a minimum.  Long distance calls are not permitted from school telephones.  If an employee must be 
contacted in case of an emergency, he/she may be contacted through the school office.  Failure to follow 
this policy may lead to disciplinary action, up to and including termination. 



19 
 

PRE-SEASON CHECKLIST 
 

� Required Athletic Forms Checklist completed and confirmed with  
Athletic secretary  page  32 

o Athletes have the following forms turned in: 
� Physical Exams   
� Insurance Waiver 
� Concussion Forms 
� Activities Code (Watch online/get forms – dunlapeaglesathletics.com) 

o Once all forms are turned in – athletes are issued a gold card 
� Transportation submitted for all away games/practices to A.D. and 

Transportation Director  
� Team Roster submitted to Athletic Director’s secretary page  43 
� Parents’ Meeting  
� New Coaches’ Orientation (if new coach in the district)  
� Budget Requests and Purchases are made through athletic office  

(proper forms) page 47   
� Booster Requests are submitted with appropriate form through  

athletic office page   48 
� Practice Schedule submitted to athletic office  

 
 

IN-SEASON PROCEDURES CHECKLIST 
           

� Athletic Website is maintained and updated with information  
� IHSA Information is updated  
� Journal Star is updated with statistics   
� Schedules are updated on website and through athletic office  

 
 

POST-SEASON PROCEDURES CHECKLIST  
 

� End of Year Summary Form is completed and submitted to athletic office page   44  
� Awards Summary Form completed/submitted to athletic office page 45   
� Inventory of uniforms completed and submitted to athletic office page 46 
� Evaluation is scheduled with Athletic Director  
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PRE-SEASON PROCEDURES 
 

A. Required Athletic Forms Checklist (Gold Card) 
The Required Athletic Form Checklist is a checklist that needs to be completed prior to the first contest. 
The coach should collect all gold cards prior to letting any athlete tryout for the perspective sport. 
Coaches should also be in contact with the Athletic Director’s secretary to ensure all forms are up-to-
date for each athlete. Gold Cards are needed each time an athlete tries out for a team. See Forms 
Appendix for sample Required Athletic Form Checklist. 
 

 
 
B. Physical Exams 
Illinois High School Association By-Law 2/150 states that each athlete must have filed with his/her 
Athletic Director a certificate of physical fitness issued by a licensed physician not more than one year 
preceding practice or participation in any sport. See Forms Appendix for IHSA Pre-Participation 
Physical Examination form. 
 
Coaches’ responsibility as it relates to physical exams: 

1. A coach shall not permit an athlete to practice or try out unless he/she has turned in a physical 
exam or his/her name is on the updated physical exam list. 

2. A coach shall return all physicals to the Athletic Director’s Office. 

3. A coach shall remind the athlete of the expiration date of his/her physical when told to do so 
by the Athletic Director.  If the athlete does not renew his or her physical, all activities shall 
cease immediately. 

C. Insurance Waiver 
The Insurance Waiver form must be executed on behalf of each student who does not desire to 
purchase school insurance. If this waiver is not completed prior to the first contest, the athlete is to 
be excluded from participation until the form is returned. See Forms Appendix for Insurance Waiver 
Form.  
 
D. Concussion Forms 
All students and parents must read and sign a concussion testing consent form giving authorization 
for impact testing in regards to concussion prevention. They must also sign a concussion information 
sheet stating that the athlete and parent understands the signs and symptoms of a concussion. See 
Forms Appendix for Concussion Information/Testing Forms.  
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E. Activities Code 
A mandatory parent meeting must be attended by a parent and athlete prior to the beginning of their first 
sports season.  Students will not be allowed to practice or try-out for a team, unless the meeting has been 
attended by the parent and student and both have signed the Activities Code Agreement. This agreement 
is good for only that school year. 
 
Meetings will be held before the start of the Fall, Winter, and Spring sports seasons. Both a parent and 
athlete are required to attend only one meeting each year. See Forms Appendix for Activities Code.  
 
Coach’s Responsibility as it relates to the Activities Code: 

1. Be familiar with the Activities code and review it with the team. 

2. Hold a parents’ meeting at the beginning of each season to review the Activities Code. 

3. Enforce the Activities Code by submitting the name(s) of the athlete(s) suspected of violating 
the code to the Athletic Director. 

4. If a student feels that the decision of the Activities Board, which consists of the Principal, 
Assistant Principal, Athletic Director, and Coach of the activity, was incorrect, they have a right 
to appeal the decision to the Superintendent of Schools. 

F. Transportation 
All transportation is to be arranged through the Athletic Director’s office and the transportation office.  
 
Athletes may be excused from bus transportation provided that an agreement is reached between the 
coach and parent. 
 
Coach’s Responsibility as it relates to Bus Transportation:  

1. The coach will communicate all transportation needs with both the Athletic Director and Director 
of Transportation.  

2. The coach is responsible for the supervision of all players to and from the athletic contest. 

3. The coach must have permission for any eating or drinking on the bus from the driver, and then 
ensure all garbage is removed.  

G. Team Roster 
Once the team has been selected, the Roster Information Form is to be returned to the Athletic Director’s 
office. These rosters are needed immediately for programs, name boards, media, and tournaments. See 
Forms Appendix for Roster Information form.  
 
H. Eligibility 
Grades will be checked at the end of each week during the Fall, Winter, and Spring sports seasons. This 
grade check will determine the eligibility for the following week (Monday through Sunday). A student 
must be passing 5 solid subjects (25 credit hours) to be eligible. Physical Education does count as a 
subject. If a student does not pass five solid subjects per semester, he/she will be ineligible for the 
following semester. Grade checks during 2nd quarter and 4th quarter are cumulative/semester based. 
Grade checks will not begin until the 3rd week of the 1st quarter.  
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In the circumstance of multiple weeks of ineligibility, if a student is ineligible for a total of 4 weeks 
(consecutive or not) within a single season, they are subject to dismissal from the team at the coaches’ 
and/or Athletic Director’s discretion.  
 
If athletes are added or deleted from the team, the coach must inform the Athletic Director immediately. 
It is preferred that the student be in attendance for the full day. If the reason for absence is because of 
illness, the student must be in attendance for at least four consecutive clock hours during the school day. 
If not present, the student may not participate in an event or practice that day. If a student is absent all 
day because of illness, he/she may not attend any school activity that evening. Exceptions to this rule are 
emergencies or a planned absence through the office. Permission will be granted for special reasons such 
as funerals, doctor or dental appointments, college visitations, etc.  
 
I. Parents’ Meeting 
A meeting is to be held with the parents of all athletes before the first contest. It is recommended that 
the meeting is held as soon as the team is selected. The following topics are to be covered in this meeting: 
 

1. Team Rules 
2. All required forms on checklist – Gold Card 
3. Care of Practice gear and uniform (not returned must pay replacement fee) 
4. Athletic Eligibility and Activities Code 
5. Coaches’ Philosophy 
6. Chain of Command (Coach -> Athletic Director -> Principal -> Superintendent -> Board of 

Education) 
7. Information on the Athletic Website and Team Website 
8. Activity fee of $100 has been paid to the Athletic Office 

 
J. New Coaches’ Orientation 
All new coaches will meet with the Athletic Director prior to the beginning of their season to discuss 
this handbook and other important information to ensure a successful experience for all coaches, athletes, 
and parents.  
 
K. In-Season Participation 
Coaches are not allowed to participate in practice. Coaches cannot scrimmage or do drills with the team. 
 
L. State Tournament Expenses 
Coaches will work with the Athletic Director on making arrangements for travel, hotels, and food for all 
State Tournament Expenses. The District Credit Card will be used for hotel stays when possible. 
 
$25 will be allocated for dinner, $15 for lunch, and $10 for breakfast.  
 
Coaches/athletes must fill out Reimbursable Expense Record forms and have itemized receipts upon 
return from the state tournament.  
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POST-SEASON PROCEDURES 
 

A. End of the Year Summary 
Upon completion of the season, the coach should fill out an End of the Year Summary and return it to 
the Athletic Director’s office. Please keep accurate records so that statistics and honors may be kept on 
file to be used as a reference for future years. See Forms Appendix for End of the Year Summary form.  
 
B. Awards System 
Upon completion of the season, the coach should fill out an Athletic Awards Summary Form. See Forms 
Appendix for Athletic Awards Summary Form. 
 
Criteria for Awards: 
 

Freshman Awards – Each sport has a freshman patch with is awarded to an athlete who 
competed mostly on the freshman level of his or her sport. Athletes are awarded a separate patch 
for each sport they participate in as a freshman. For the first sport they participate in, they are 
also awarded their graduation year numerals.  
 
Sophomore Awards – The sophomore letter is a solid gold D. Those are awarded in each sport 
in which an athlete competed primarily on the sophomore level. An athlete could earn up to three 
sophomore D’s if he/she was in three sports at the sophomore level. The athlete is also awarded 
a gold pin with the letter identifying the sport for which the letter was earned. 
 
Junior Letter – The junior letter is a two tone maroon and gold letter which is smaller than the 
varsity letter. This is awarded to a junior on a varsity squad who may not have earned a varsity 
letter. That athlete is also awarded a pin to signify the sport in which the letter was earned.  
 
Varsity Letter – A varsity letter is a two tone maroon and gold letter that can be earned by any 
athlete Fr-Sr if they meet the standards for a varsity letter in that sport as determined by that head 
coach. An athlete is awarded one varsity letter per sport. A sport pin is awarded with each letter 
earned. After one varsity letter is earned, additional letters are signified by a sport pin and varsity 
letter certificate. 
 
All-Conference Patch – An all-conference patch goes to those athletes who earned first team 
All-Conference. 
 
Scholar Athlete Patch and Certificate – Juniors who are involved in at least one sport, 
including cheer and dance, and maintain a 3.0 GPA are awarded a round scholar athlete patch. 
Seniors who also maintain a 3.0 GPA are awarded a scholar/athlete certificate from DHS and the 
Mid-Illini Conference. Senior names need to be submitted to the conference secretary by April. 
 
Outstanding Athlete Plaques – Coaches should submit the names of the Team MVP’s, and any 
other awards your athletes should receive. Names of each winner as well as the name of the award 
should be documented to ensure the plate is ordered with the proper information. There is a limit 
of 4 athletes or awards per activity. 
 
Tri-Athlete Award – Awarded to athletes who participate in three (3) sports for all four (4) 
years. This will be awarded at the Spring Awards Night. 
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Conference Championship Patches and State Patches – Any teams/individuals who won first 
in conference and/or qualified for State Tournament/Competition.  

 
C. Inventory 
An Inventory Form must be kept on file in the Athletic Director’s office. It is the responsibility of the 
coach to inventory his/her equipment after each season and return the completed form to the Athletic 
Director. The Inventory Form must be continually updated to reflect new purchases. See Forms 
Appendix for Inventory form.  
 
In the case where a uniform is not returned in the same condition as it was issued, the athlete’s name(s) 
should be submitted to the Athletic Director. Students are responsible for a replacement fee if uniforms 
are not returned, or if they are returned in very poor quality.  
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GENERAL PROCEDURES 
 

A. Budget Requests 
Each coach will submit to the Athletic Director a list of requested supplies and equipment. The head 
coach is responsible for obtaining the approximate price of each article. The final approval of all budget 
items will be given by the Athletic Director. See Forms Appendix for Athletic Purchase Requisitions 
forms. 
 
B. Booster Requests 
The Booster Club will consider all requests at its regular meetings and will make the final decision about 
the request at that time. Coaches are reminded that all requests should be reasonable and that priority 
will be given to equipment that can be used on a year-to-year basis. 
 
All requests to the Booster Club must be submitted in writing to the Athletic Director using the Booster 
Club Request form. See Forms Appendix for Booster Club Request form.  
 
C. Purchases 
Purchases must have pre-approval through the athletic office. The appropriate forms must be completed 
to secure a Purchase Order number. No purchase should be made without a Purchase Order number. 
 
D. Athletic Website 
Each team has a link on the athletic website for their respective teams. Please assign a coach or parent 
to keep your team’s page updated with helpful information. Some information on the page may include 
but is not limited to: schedules (game and practice), contact information, team updates, scores, player 
highlights, etc. Any questions about the website can be directed to the Athletic Director or the Athletic 
Director’s Secretary. 
 
E. IHSA & Media Information 
Coaches are expected to stay current on all IHSA information, rules, and regulations. Each season, 
coaches must update the following: 

x Rules presentation video 
x Participation Survey 
x Top 15 list 
x Ratings of Officials 
x Required data forms 

 
Coaches are expected to keep their team and player statistics updated and keep the local media informed.  
 
F. Scheduling Process 
All scheduling for fields, gyms, or weight room usage should be done through the Athletic Director’s 
office. Please submit in writing (by email), any and all requests. Practice schedule requests should be 
approved through the Athletic Director’s office. Before planning or requesting a gymnasium, refer to the 
gym usage schedule on the Athletic Website. 
 
G. Sharing Athletes 
Student athletes can participate in both athletics and music at Dunlap High School concurrently. From 
time to time this will create a conflict for the student, which shall be resolved by the coach and sponsor 
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of the respective sport or music program. All attempts will be made by coaches and sponsors to work 
together to reach a decision. The following guidelines must be followed: 

x Games take precedent over practices 
x Contests take precedent over practices 
x Both sides will make every effort to not interrupt schedules 

 
If a decision cannot be reached between the coach and sponsor, the District Athletic Director and 
Principal will make the final decision. 
 
H. Uniforms 
New Uniforms are purchased on a rotating basis. The rotation is as follows: 
 
Sport 2013-14 

Freeze 
2014-15 2015-16 2016-17 2017-18 

Baseball  X    
Basketball   X (Girls)  X (Boys) 
Cheerleading/Dance   X   
Cross Country    X  
Football     X 
Golf    X  
Soccer  X (Both)    
Softball  X    
Tennis    X  
Track and Field   X   
Volleyball    X  

 
**There may be years when a freeze must be put on all new uniform purchases. 
 
In the case where a uniform is not returned as it was issued, the athlete’s name(s) should be submitted 
to the Athletic Director. Students are responsible for a replacement fee if uniforms are not returned, or 
if they are returned in very poor quality.  
 
I. Coaching Clinics 
Approval for coaching clinics will go through the Athletic Director. Each activity is allowed a maximum 
of 2 clinics per calendar year, unless the Athletic Director states otherwise. Reimbursement for these 
clinics must be submitted through the Athletic Director’s office.  
 
J. School Cancellation (Practice/Game Procedure) 
If school is cancelled due to weather, there will be no practices or games unless notified directly by the 
Athletic Director. If school is cancelled due to other unforeseeable circumstances, it will be at the 
discretion of the administration whether practice or games will go on as scheduled. 
 
K. Athletic Trainer 
All students who wish to see the athletic trainer MUST get a pass from the Office Secretary PRIOR to 
seeing him. The trainer is available on Mondays and Thursdays during the lunch hours. 
 
 
L. Trophy Cases 
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The criteria for the displaying of athletic pictures and trophies in the trophy case is as follows: 
 
Trophy Case Placement/Procedure (Main Hallway by Office) 
 
Case #1 Case #2 
Designated for Art and Chorus Designated for Music Department 
Art and Chorus are responsible for upkeep Music Department is responsible for 

upkeep 
 
Case #3 Case #4 
State Placement Trophy Display Regional Plaques 
(Nets, Balls, and extras are acceptable) Season or current year awards 
Hall of Fame Players and Coaches  (Trophies from previous years will be  
Sectional or Super Sectional Plaques cycled out) 
District AD responsible for upkeep Yearly Award Winning Plaques 
District AD has discretion to add/subtract in case 
 
M. Wall of Fame 
Varsity Team Criteria: 

1. Undefeated regular season 
2. Advancement to the IHSA state level of 16 or less competing participants 

 
Individual Criteria: 

1. Top 10 or better individual finish as determined by official IHSA results 
2. First team major media publication of “All State” selection 
3. Two separate major media publications of an “All State” second team 

 
Coaches/Sponsors of Dunlap High School Criteria: 

1. Exemplary record of service to Dunlap High School students and programs 
2. Fifteen years of coaching and/or sponsorship at Dunlap High School 
3. Retired from coaching and teaching 
4. A 2/3 vote from active head coaches and administration 

 
Past or future accomplishments are not represented in the criteria for the Wall can be included after 
formal petition to the Athletic Director. The individual making the application is responsible, following 
authorization, for obtaining and providing the plaque.  
 
N. Banner Recognition 
Teams: 
Mid-Illini Conference Champions, Sweet 16, Elite 8, Final 4, state tournament appearance 
 
Individuals: 
State Champion 
 
Must meet 3 of the 5 following criteria: 

1. Multiple year All-State 
2. Multiple sport All-State 
3. National Recognition 
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4. Division I Scholarship recipient 
5. Special Awards/Accomplishments obtained with unique characteristics 

 
Emphasis is placed on overall outstanding career and broad recognition of an athlete’s accomplishments. 
Following a presentation of the athlete’s accomplishments to each head coach, the Athletic Director and 
Principal, a vote will be taken by all head coaches. A ¾ vote of all head coaches is required for approval. 
 
To retire a jersey number in a given sport, the same minimum requirements listed above must be met, 
including the full written support of the team, head coach, school administration, and ¾ vote of all head 
coaches.  
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EVALUATION PROCEDURES 
 
A. Extra-Curricular Evaluation Process Overview 
The purpose of the Extra-Curricular Evaluation Process is to continually improve the performance of 
coaches through a consistent process and standardized tool. The evaluation process relies upon clearly 
established criteria, the use of data, and feedback from parents and students. Evaluation materials are 
attached below. Questions should be directed to the District Athletic Director. 
 
B. Extra-Curricular Evaluation Process Development 
The Extra-Curricular Evaluation Committee was formed from a mutual desire of DEA and the District 
to develop a fair evaluation process for coaches, as stipulated in the DEA/District union contract. A 
committee was formed in May of 2011 and determined the following: 

x The purpose of the evaluation process is to help coaches perform better. The focus is upon self-
reflection, collaboration, and professional development. 

x The process will be used for a Head Coach/Director only. 
x The activities to be included are those recognized by the IHSA/IESA, plus some additional 

activities identified by the committee.  (As listed below) 
x The process will rely upon self-reflection, SMART goals, and stakeholder input. 

 
The Athletic Director evaluates all head coaches. The evaluation of head coaches will follow the form 
on the next page, and proceed as follows: 
 
Head coach and Athletic Director meet (pre-season) → coach meets with parents and athletes to discuss 
season expectations → head coach observed by Athletic Director (1 practice and 1 game) → surveys out 
to parents and players → survey results shared with coach → evaluation discussion with Athletic 
Director → establish SMART goals 
 
Positions to be evaluated as of 7/1/2016 
Coaching positions to be evaluated (high school and Middle School level)  
 

1. Boys Basketball 11.   Girls Tennis 21.   Scholastic Bowl 
2. Girls Basketball 12.   Girls Golf 22.   Speech 
3. Baseball 13.   Boys Golf  
4. Girls Softball 14.   Girls Track  
5. Boys Cross Country 15.   Boys Track  
6. Girls Cross Country 16.   Girls Volleyball  
7. Football 17.   Boys Soccer  
8. Boys Swimming 18.   Girls Soccer  
9. Girls Swimming 19.   Competitive Cheerleading  
10. Boys Tennis 20.   Competitive Dance  

 
 
** The evaluation of assistant coaches should be completed by the head coach of the program.  
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DUNLAP COMMUNITY UNIT SCHOOL DISTRICT #323 
3020 W. WILLOW KNOLLS RD., PEORIA, IL 61614 

(309) 691-3955 FAX (309) 691-6764 
 

HEAD COACH EVALUATION FORM 
Revised 7.1.2016 

Approval: KLB  
Coach/Director/Sponsor Name:  Evaluator:  
Sport/Activity:  School:  Date:  

 
Evaluation Rating Scale:     
U: Unsatisfactory       N: Needs Improvement       P: Proficient       E: Excellent       N/A: Not Applicable 
 
Job Knowledge and Skills 

*Participates in professional development by attending clinics, reading  
  publications, and being involved in organizations 

U N P E N/A 

*Effectively teaches the fundamental philosophy, skills and knowledge necessary     
  for their respective sport/activity 

U N P E N/A 

*Is knowledgeable in their respective sport’s/activity’s content matter U N P E N/A 
*Shows a true interest in developing students U N P E N/A 
*Is knowledgeable of and follows all by-laws and rules of sanctioning organizations  
  (i.e. IHSA, Mid-Illini Conference) 

U N P E N/A 

*Develops a well-organized practice schedule with specific objectives for each  
  practice/upcoming contest 

U N P E N/A 

*Follows proper purchasing procedures and stays within budget U N P E N/A 
*Maintains an inventory of equipment, uniforms, practice gear, etc U N P E N/A 
*Effectively manages activity account   U N P E N/A 
*DHS VARSITY: Varsity team is competitive in the Mid-Illini Conference.  
  (Competitiveness is not defined solely as win-loss record.) 

U N P E N/A 

*Follows procedures & policies included in the department handbook U N P E N/A 
  
Comments:  
 

 
Communication Skills 

*Approaches students’ mistakes in a constructive manner U N P E N/A 
*Communicates effectively with students and parents U N P E N/A 
*If called upon, is accessible to local recreation leagues and youth sport groups U N P E N/A 
*Records important data/stats for the respective sport U N P E N/A 
*DHS VARSITY: Effectively communicates with the media maintaining proper  
  perspective with high school student athletes 

U N P E N/A 

*Completes yearly PSW trainings U N P E N/A 
  

Comments:  
 

 
Safety 

*Maintains effective individual and team discipline at practices and contests U N P E N/A 
*Keeps fields, locker rooms, gyms, etc clean and orderly U N P E N/A 
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*Promote proper usage of all equipment U N P E N/A 
*Reports any problems or safety concerns immediately U N P E N/A 
  
Comments:  

 

 
Attendance & Punctuality 

*Arrives on time for practices/events/meetings and is aware of player locations at  
  practices, events, and post-event supervision 

U N P E N/A 

*Is dependable and reliable (rarely absent without notice) U N P E N/A 
*Submits timely paperwork and adequately performs administrative  
  responsibilities regarding the respective activity 

U N P E N/A 

  
Comments:  
 

 
Adaptability & Teamwork 

*Conducts oneself in a professional/sportsmanlike manner at all times U N P E N/A 
*The extra-curricular team’s performance reflects good sportsmanship U N P E N/A 
*The extra-curricular team’s performance reflects proper fundamentals U N P E N/A 
*The extra-curricular team’s performance enthusiasm and motivation U N P E N/A 
*Exposes the students to opportunities to participate in their respective activity in  
  college 

U N P E N/A 

*Demonstrates a passion and enthusiasm for working with the students U N P E N/A 
*Ability to adjust to last minute deadlines and/or work changes U N P E N/A 
*Accepts feedback and takes responsibility for own actions U N P E N/A 
  
Comments:  
 

 
Employee Comments (Professional/Team Goals): 
 
 

 

 

 
Coach Signature:  Date:  
Athletic Director Signature:  Date:  

 
Signature indicates completion of the process and review of the document, but not necessarily 
agreement. 
 
RATINGS: 
Unsatisfactory:  Does not meet job requirements 
Needs Improvement: Progressing toward job requirements  
Proficient:   Meets job requirements 
Excellent:   Exceeds job requirements 
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FORMS APPENDIX 
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ATHLETIC FORM CHECKLIST 

Sport          Year     

Name 
Year in 
School 

Physical 
Date 

Insurance 
Waiver 

Athletic 
Code 

Emergency 
Information 

Concussion 
Forms 
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DUNLAP HIGH SCHOOL INSURANCE WAIVER 

 

Participant Name:  _____________________________________ Birthdate:  __________________ 
   Last  First       M.I. 
 
Address: _____________________________________________ Home Phone: _________________ 
  Street     City  Zip 
Grade in School: _____________  Sports participating in: _________________________________ 
 
Please allow ______________________ the privilege of participating in the interscholastic athletics during the 2015-2016 
school year.  If there are any sports in which I do not want him/her to engage in, I have noted the fact below.  I understand 
that there are risk of serious injuries (and possible death) inherent in participation in high school sports.  I have discussed 
this possibility with my student athlete and we are both aware of the injury risk involved.  I understand that the school 
district will take every reasonable precaution to avoid the occurrence of accidents and therefore it is not responsible for 
accidents that occur as part of athletic participation.     
 
I, UNDERSIGNED PARENT/LEGAL GUARDIAN OF _________________________________ DO 
HEREBY CERTIFY THAT HE/SHE IS PRESENTLY COVERED UNDER THE FOLLOWING 
MEDICAL/HOSPITAL EXPENSE INSURANCE: 
 
NAME OF INSURER    POLICY NUMBER 
________________________________________  _________________________________________ 
________________________________________  _________________________________________ 
 
HOSPITAL PREFERENCE: ________________________   KNOWN ______________________ 
        ALLERGIES: _____________________ 
Email Address: ___________________________ Restricted Activities: ______________________ 
 

We hereby acknowledge our receipt of the 2016-17 Student Activities Code and 
acknowledge our intent to adhere to all aspects of the code.  We are also aware of 
the CPR/AED and Concussion Videos located at www.dunlapeagleathletics.com 

under “Eagles HQ.” 
 
 
Participant’s Name and Address 
 
 
Participant’s Signature 
 
 
Participant’s Parents/Guardians(s) Name and Address 
 
 
Parents/Guardian(s) Signature 
 
 
Date 
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CONCUSSION INFORMATION/TESTING FORM 

 

A concussion is a brain injury and all brain injuries are serious. They are caused by a bump, blow, or jolt 
to the head, or by a blow to another part of the body with the force transmitted to the head. They can 
range from mild to severe and can disrupt the way the brain normally works. Even though most 
concussions are mild, all concussions are potentially serious and may result in complications 
including prolonged brain damage and death if not recognized and managed properly. In other 
words, even a “ding” or a bump on the head can be serious. You can’t see a concussion and most sports 
concussions occur without the loss of consciousness. Signs and symptoms of a concussion may show up 
right after the injury or can take hours or days to fully appear. If your child reports any symptoms of 
concussion, or if you notice the symptoms or signs of concussion yourself, seek medical attention right 
away. 

Symptoms may include one or more of the following: 

x Headaches 
x “Pressure in head” 
x Nausea or vomiting  
x Neck pain 
x Balance problems or dizziness 
x Blurred, double, or fuzzy vision 
x Sensitivity to light or noise 
x Feeling sluggish or slowed down 
x Feeling Foggy or groggy 
x Drowsiness 
x Change in sleep patterns 

x Amnesia 
x “Don’t feel right” 
x Fatigue or low energy 
x Sadness 
x Nervousness or anxiety 
x Irritability 
x More emotional  
x Confusion 
x Concentration or memory problems (forgetting 

game plays) 
x Repeating the same question/comment 

 

Signs observed by teammates, parents and coaches include: 

x Appears dazed 
x Vacant facial expression 
x Confused about assignment 
x Forgets plays 
x Is unsure of game, score, or opponent 
x Answers questions slowly  
x Slurred speech 

x Moves clumsily or displays incoordination 
x Shows behavior or personality changes  
x Can’t recall events prior to hit 
x Can’t recall events after hit 
x Seizures or convulsions 
x Any change in typical behavior or personality 
x Loses consciousness 

 

Adapted from the CDC and the 3rd International Conference on Concussion in Sport 

Document created 7/1/2011; Reviewed 4/24/2012 
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What can happen if my child keeps on playing with a concussion or returns too soon? 

Athletes with the signs and symptoms of concussion should be removed from play immediately. 
Continuing to play with the signs and symptoms of a concussion leaves the young athlete especially 
vulnerable to greater injury. There is an increased risk of significant damage from a concussion for a 
period of time after that concussion occurs, particularly if the athlete suffers another concussion before 
completely recovering from the first one. This can lead to prolonged recovery, or even to severe brain 
swelling (second impact syndrome) with devastating and even fatal consequences. It is well known that 
adolescent or teenage athletes will often fail to report symptoms of injuries. Concussions are no different. 
As a result, education of administrators, coaches, parents and students is the key to student athletes’ 
safety. 
 
If you think your child has suffered a concussion 

Any athlete even suspected of suffering a concussion should be removed from the game or practice 
immediately. No athlete may return to activity after an apparent head injury or concussion, regardless of 
how mild it seems or how quickly symptoms clear, without medical clearance. Close observation of the 
athlete should continue for several hours. IHSA Policy requires athletes to provide their school with 
written clearance from either a physician license to practice medicine in all its branches or a certified 
athletic trainer working in conjunction with a physician licensed to practice medicine in all its branches 
prior to returning to play or practice following a concussion or after being removed from and 
interscholastic contest due to a possible head injury or concussion and not cleared to return to that same 
contest. In accordance with state law, all IHSA member schools are required to follow this policy.  
 
You should also inform your child’s coach if you think that your child may have a concussion. 
 
Remember it’s better to miss one game than miss the whole season. And when in doubt, the athlete sits 
out.  
 
For current and up-to-date information on concussions you can go to: 

http://www.cdc.gov/headsup/youthsports/ 

 

 

__________________________________         ___________________________        _____________ 
Student-Athlete Name Printed        Student-Athlete Signature          Date 

 

__________________________________          ___________________________      _____________ 
Parent/Legal Guardian Name Printed                   Parent/Legal Guardian Signature       Date 
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DUNLAP HIGH SCHOOL ACTIVITIES CODE 

In order for a student to realize their full potential he/she must commit to a lifestyle which promotes 
physical and mental fitness. Therefore, the following activities code has been established to guide 
students who represent Dunlap High School in Extra-curricular activities, clubs, and organizations. 
 
Once a student begins participation in any extra-curricular activity he/she is subject to the Activities 
Code for the remainder of their years at Dunlap High School. This code is in force through all 12 months 
of the year. An activities participant shall be disciplined if he/she commits any of the following violations 
regardless of the time of year or whether they are on or off school ground: 
 

1. Use of, possession of, or distribution of alcohol, marijuana, or any illicit drug, or abuse of 
prescription drugs. 

2. Use of, or possession of, any tobacco product. 

3. Theft or vandalism of any school or personal property. 

4. Acts of inappropriate conduct in which the student is involved such as attending or participating 
in a fight, cheating, physical or verbal abuse of students, school personnel, contest officials, 
contests, coaches or sponsors. 

5. Any activity that may detract from the image and standards of Dunlap High School may result 
in a penalty. Example: involvement in a criminal or immoral activity as determined by police or 
certified school personnel.  

6. Being in the presence of the illegal use of drugs or alcohol. 

 
An Activity code violation in any of the above six areas will be substantiated by reports from District 
staff, reports from law enforcement officials, or as a result of self-admission. If a violation appears to 
have occurred from the information received, the student will be questioned by the Principal or Assistant 
Principal. A meeting may also be scheduled with the student, his/her parents or guardians, and Principal 
and/or Assistant Principal. In either instance, the information received will be revealed and the student 
will be asked to make a statement as to the accuracy of this information. The Administration will decide, 
in its sole discretion, if an activities code violation has occurred. If an activities code violation has been 
committed, then an activities code violation meeting will be scheduled. 
 
Parents or guardians are asked to assume the responsibility of insisting that their child be honest and 
accept the consequences for their actions. Parental support is vital in insuring that their child accepts 
responsibility regardless of how other students have acted or been disciplined in the past.  
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ACTIVITIES CODE VIOLATION MEETING 

When a violation has been determined by the Administration to have occurred, there will be a meeting 
of the Activities board, which is comprised if the Principal, Assistant Principal, Athletic Director, and 
Coach(s) or Sponsor(s). The facts will be presented by the Administration and after discussion with all 
individuals present; a decision will be made as related to any disciplinary action that might be 
appropriate.  

x A MANDATORY PARENT MEETING MUST BE ATTENDED BY A PARENT AND 
ATHLETE PRIOR TO THE BEGINNING OF THE FIRST SPORTS SEASON. STUDENTS 
WILL NOT BE ALLOWED TO PRACTICE OR TRY OUT FOR A TEAM, UNLESS THE 
MEETING HAS BEEN ATTENDED BY THE PARENT AND STUDENT. MEETINGS 
WILL BE HELD BEFORE THE START OF THE FALL, WINTER, AND SPRING 
SEASONS. BOTH A PARENT AND THE STUDENT ARE REQUIRED TO ATTEND ONLY 
ONE MEETING EACH YEAR. 

x Any violation of the stated policy will result in one of the following: 

1. If a student violates the activity code during a season in which he/she is participating, they 
will be suspended from the activity for one-third (1/3) of the season. He/she will not receive 
an award and will not be allowed to attend the awards ceremony. NOTE: A season is defined 
as the first official practice day through awards night for that season.  

2. If a violation occurs in season and at least one-third (1/3) of the regular scheduled events 
remain, the student will be suspended for one-third (1/3) of the activities/games scheduled. 

3. If a violation occurs in season with less than one-third (1/3) of the regular season events 
remaining, the student will be suspended from all remaining regular and post season events. 
This suspension will then be carried over to the next activity in which he/she participates 
until the penalty has been satisfied. If a violation occurs out of the season, the student will 
be suspended from competition for one-third (1/3) of the regular season events of the next 
activity in which he/she participates.  

4. If a student violates the activity code while out of season and it is a first offense, suspension 
from the next activity for one-third (1/3) of the regular contests (actual games played) will 
occur. The student will begin practice and continue to practice through the suspension. 
He/she will not be allowed to dress or participate in contests but would be required to be on 
the sidelines dressed in appropriate street clothes.  

5. If a student has a second violation of the activities code within one calendar year of the first, 
the student will be suspended from all activities for one calendar year from the day of the 
second infraction.  

NOTE: Students currently under activities code penalty will be held to conditions of that penalty.  
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RIGHT OF APPEAL 

A student who feels that the Activities Board made an incorrect decision has the right to appeal the 
decision to the Superintendent of Schools.  

 

We hereby acknowledge our attendance at an annual Athletic Code Meeting and receipt of the Student 
Activities Code.  We also acknowledge our intent to adhere to all aspects of the code. 

 

Participant Name: __________________________________________________________________ 
   Last            First         M.I. 

Address: __________________________________________________________________________ 

Street: _______________________________ City: ____________________ Zip Code: __________ 

 

Parent/Guardian(s) Name: ___________________________________________________________ 
     Last            First         M.I. 

 
Parent/Guardian Phone Number: _______________________________ 
 
 

Participant Signature: ___________________________________________ Date: _____________ 

 

Parent/Guardian(s) Signature: ____________________________________ Date: _____________ 
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Emergency Medical Information and Authorization 

INFORMATION (Please print) 

Name of Athlete: ____________________________________________________________________ 

Address: ___________________________________________________________________________ 

Birthdate: __________________________________ Birthplace: ______________________________ 

Phone Number of Parent/Guardian during the day: 

Father: ______________________________ Mother: _________________________________ 
  Name/Phone Number        Name/Phone Number 

Home Phone Number: __________________ 

Family Doctor: ________________________  Preferred Hospital: _________________________ 

Known Allergies: ____________________________________________________________________ 

Current Medications: _________________________________________________________________ 

Do you wear glasses or contacts: ________________________ Do you use an inhaler?    YES     NO  

In case of an emergency and neither parent/guardian can be reached at home or at work, attempt to 
contact the alternate listed below: 

Relationship: _________________________ Alternate Name: ___________________________ 

Phone Number: _______________________ 

 

AUTHORIZATION (Please sign) 

We give our consent for coaches, athletic trainers, or team physicians to use their own best judgment in 
securing or rendering emergency medical assistance and/or transportation in the case that we cannot be 
reached or that it would be imprudent to do so under all circumstances. 

 

In addition, permission is hereby granted the attending physician or athletic trainer to proceed with any 
necessary treatment for the above-named student in the event of an injury or illness. I understand an 
attempt will be made by the coach, athletic trainer, or attending physician to contact me in the most 
expeditious way possible. 

 
____________________________________  ____________________________________ 
Father/Guardian Signature  Mother/Guardian Signature 

 

Date: ________________________________ Date: ________________________________ 
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Parent and Student Agreement/Acknowledgement Form 
Performance-Enhancing Substance Testing Policy 

x Illinois state law prohibits possessing, dispensing, delivering or administering a steroid in a manner not 
allowed by state law. 

x Illinois state law also provides that body building, muscle enhancement or the increase in muscle bulk 
or strength through the use of a steroid by a person who is in good health is not a valid medical purpose.  

x Illinois state law requires that only a licensed practitioner with prescriptive authority may prescribe a 
steroid for a person. 

x Any violation of state law concerning steroids is a criminal offense punishable by confinement in hail or 
imprisonment in the Illinois Department of Corrections. 

 
STUDENT ACKNOWLEDGEMENT AND AGREEMENT 

As a prerequisite to participation in IHSA athletic activities, I agree that I will not use performance-
enhancing substances as defined in the IHSA Performance-Enhancing Substance Testing Program 
Protocol. I have read this form and understand that I may be asked to submit to testing for the presence 
of performance-enhancing substances in my body, and I do hereby agree to submit to such testing and 
analysis by a certified laboratory, I understand that testing may occur during selected IHSA state series 
events or during the school day.  I further understand and agree that the results of the performance-
enhancing substance testing may be provided to certain individuals in my high school as specified in the 
IHSA Performance-Enhancing Substance Testing Program Protocol which is available on the IHSA 
website at www.IHSA.org. I understand and agree that the results of the performance-enhancing 
substance testing will be held confidential to the extent required by law. I understand that failure to 
provide accurate and truthful information could subject me to penalties as determined by IHSA. 

Student Name (Print): ___________________________________________ Grade (9-12): _________ 

Student Signature: ______________________________________________ Date: ________________ 

PARENT/GUARDIAN CERTIFICATION AND ACKNOWLEDGEMENT  

As a prerequisite to participation by my student in IHSA athletic activities, I certify and acknowledge 
that I have read this form and understand that my student must refrain from performance-enhancing 
substance use and may be asked to submit to testing for the presence of performance-enhancing 
substances in his/her body. I understand that testing may occur during selected IHSA state series events 
or during the school day. I do hereby agree to submit my child to such testing and analysis by a certified 
laboratory. I further understand and agree that the results of the performance-enhancing substance testing 
may be provided to certain individuals in my student’s high school as specified in the IHSA 
Performance-Enhancing Substance Testing Program Protocol which is available on the IHSA website at 
www.IHSA.org. I understand and agree that the results of the performance-enhancing substance testing 
will be held confidential to the extent required by law. I understand that failure to provide accurate and 
truthful information could subject my student to penalties as determined by IHSA. 

Name (Print): _______________________________________________________________________ 

Signature: _____________________________________________________ Date: _______________ 

Relationship to student: _______________________________________________________________ 
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Dunlap High School  

Roster Information 

Sport  ________________________________   Year  _____________ 

Number 
Home 

Number 
Away 

Name Year Position Height Weight 
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Dunlap High School 

End of the Year Summary 

 

________________________________  ________________ 
    Sport         Year 
 
Coaches: 
 
 Head:        Asst.      
 
 
 Asst.       Asst.      
 
 
 Asst.       Asst.      
 
 
 Asst.       Asst.      
 
 

Team Records 
 

  Won  Lost     Won  Lost 
 
Varsity _____  _____    Soph. _____  _____ 
 
 
JV  _____  _____    Fresh. _____  _____ 
 

 
Final Statistics 

Please attach a copy of final statistics. 
 

Honors 
Please list any all-conference, all-state, or all-tournament recipients. Also, list any new school records 
that were established. 
 

Potential Division I or II Prospects 
Please identify any athletes in your program who have the potential to receive a college scholarship in 
your sport. The Guidance Department will closely monitor the academic progress of these students. 
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ATHLETIC AWARDS SUMMARY REPORT FORM 

List all athletes that will be receiving awards listing which awards and letters they should receive by 
their name. Return this form to the Athletic Director’s office as soon as the season is complete. 
 
These awards include: Varsity Letter, JV Letter, Sophomore Letter, Freshman numerals 

 

Names of Athletes                                                       Awards 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

List any Managers who need a certificate: 

________________________ _______________________           ________________________  
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INVENTORY FORM 

SPORT: _________________________ 

 Year Year Year Year Year Year 
Article IN OUT IN OUT IN OUT IN OUT IN OUT IN OUT 
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ATHLETIC PURCHASE REQUISITION 

Request for Purchases 

Imprest Account and Purchase Orders from District Budget 

Dunlap High School 
Name: _____________________________________ 

Date: ______________________________________ 

 
Item Description 
Pg. # 

Catalog # Quantity Cost Per Unit Total Cost 
(including shipping) 

 
 

    

 
 

    

 
 

    

 
Shipping Charges 

    

 
 Check made payable to:  _____________________________________________ 

 Address:           _____________________________________________ 

 City, State, Zip:        _____________________________________________ 

 Phone Number:         _____________________________________________ 

 Fax Number:         _____________________________________________ 

Note: Turn in this completed form to the principal. It will be used to request a purchase order 
(approved or denied) from the Unit Office. If approved, the purchase order will be taken care of by the 
office staff. 

NO PURCHASES WILL BE REIMBURSED WITHOUT PRIOR APPROVAL FOR 
PURCHASE BY THE PRINCIPAL AND/OR THE ATHLETIC DIRECTOR 

(Office use only) 

_________  Approved _________  Denied   Total $ Amount _____________ 

Account # ___________________________      Purchase Order # ____________ 

Principal’s Signature: ___________________________________ 

OR 

Athletic Director’s Signature: _____________________________        



49 
 

Activity Account  

Request for Purchases 

Dunlap High School 
 

Name: ___________________________     Account Name: _____________________ 

Date:   ___________________________       Account Number: ___________________ 

ITEM DESCRIPTION QUANTITY COST PER UNIT TOTAL COST 
(INCLUDING SHIPPING) 

    

    

    

    

  

 Check made payable to: __________________________________________ 

 Address:     __________________________________________ 

 City State, Zip:          __________________________________________ 

 Phone Number:     __________________________________________ 

 Fax # (if applicable):      __________________________________________ 

 

NOTE: the teacher/coach will turn request forms into the Athletic Director. If a coach turns the request in, then the form 
must be signed by the Athletic Director. This form will be used for purchases that can be covered by a check, but does not 
require a district purchase order (Activity Accounts). After the purchase request has been approved, this form will be 
returned to the teacher/coach to make the purchase. After the purchase has been made, the receipt is then attached to this 
form and given to the secretary to issue a check. The secretary will fill out the check and the Athletic Director will sign the 
check. The form and receipt will be kept by the secretary for records. 

NO PURCHASES WILL BE REIMBURSED WITHOUT PRIOR APPROVAL FOR 
PURCHASE BY THE ATHLETIC DIRECTOR AND AN ITEMIZED RECEIPT. 

(Office Use Only) 

_________  Approved _________  Denied   Total $ Amount _____________ 

Check #/Date Written: ________________________________________________ 

Athletic Director’s Signature: ___________________________________________ 
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DUNLAP HIGH SCHOOL ATHLETIC BOOSTER CLUB 

FUNDING REQUEST FORM 

 

Sport & Contact Background 

Request Date: _______________________________________________________ 

Team/Organization: __________________________________________________ 

Team Head Coach: ___________________________________________________ 

Email: ______________________________________________________________ 

Booster Club Parent Representative Contact Person(s): 

____________________________________________________________________ 

Email: ______________________________________________________________  

Booster Club Membership %: __________________________________________ 

Funding Requestor Name (if different than above): ________________________ 

Email: ______________________________________________________________ 

 

Funding Request 

Funding Request Explanation: _______________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 

Cost and Supplier (please provide quote): ______________________________________________ 
__________________________________________________________________________________ 

 Reason for Request: ________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

Date Item is Needed: ________________________________________________________________ 

 

Sport Fundraising School Account Information 

Sport Fundraising Total Raised during current School Year: ______________________________ 

Sport Fundraising Total Disbursed during current School Year: ___________________________ 

Sport Fundraising current Account Balance: ____________________________________________ 
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IMPORTANT CONTACTS 

Athletic Director  Office Phone #  Cell Phone # 

Greg Crider  309-243-7751  309-208-5033 

 

Principal  Office Phone #  Cell Phone # 

  309-243-7751   

 

Assistant Principal  Office Phone #  Cell Phone # 

Kris Mason  309-243-7751  309-258-2853 

Marcus Belin  309-243-7751  309-712-5541 

 

Athletic Secretary  Office Phone #  Cell Phone # 

Pam Douglas  309-243-7751   

 

Transportation Director  Office Phone #  Cell Phone # 

Duane Peterson  309-243-8323  309-645-6688 

 

Custodian  Office Phone #    

  309-234-7751   

 

Night Custodian  Office Phone #   

Rocky York  309-243-7751   

  



52 
 

RECEIPT AND ACKNOWLEDGEMENT 

 
I acknowledge receiving a copy of the Athletic Department Employee Handbook on the date written 
below. I agree to read the Handbook, study its contents, and follow its policies and procedures. 
 
I understand and acknowledge that I am employed at will, meaning that I may resign from employment 
for any reason at any time, with or without cause or notice, and that the District may terminate my 
employment for any reason at any time, with or without cause or notice. I understand that this description 
of my employment relationship with the District (employment at will) supersedes any earlier oral or 
written representations or statements that may have been made to me. I also understand that the fact that 
I am employed at will cannot be changed by any representative of the District except the Board of 
Education, who may do so only in a written agreement signed by the Board President. 
 
I understand that the Handbook replaces and supersedes any previous employee manuals and other 
similar documents that I may have received from the District. I also understand that it is distributed as a 
guide and summary of the District’s current policies, procedures, and guidelines, any of which may be 
changed or revoked by the District at any time with or without notice to employees. 
 
I understand that neither the Handbook nor any of the District’s policies or procedures is an express or 
implied contract. 
 
 
 

____________________________ 
Employee’s Signature 
 
 
____________________________ 
Employee’s Name (printed) 
 
 
____________________________ 
Date 

 
 
 
 
 
 


