SCHALMONT CENTRAL SCHOOL DISTRICT
JOB DESCRIPTION

TITLE:

DISTRICT ATHLETIC DIRECTOR/PHYSICAL EDUCATION TEACHER

GENERAL DESCRIPTION: The District Athletic Director provides administrative leadership in
planning, implementation, coordination, supervision, and evaluation of interscholastic athletic programs
for the district. The District Athletic Director promotes extracurricular athletic activity that fosters skill
development, understanding of sports, and appreciation for a variety of athletic activities and programs,
teaming, and sportsmanship for students and adults. The District Athletic Director may not coach indistrict athletic programs. He/she also serves as the coordinator of physical education, health, and
wellness.
QUALIFICATIONS:
1. Bachelor's Degree from an accredited institution
2. Experience as an athletic director or head coach; minimum 5 years of experience as a physical
education teacher.
3. NYS certification in a related field
4. First aid and CPR certification or eligibility for certification
KNOWLEDGE: Requires knowledge in Title IX, NYSPHSAA rules and regulations and
School District Policy.
SKILLS: Requires demonstration of strong leadership skills to work as part of an administrative team,
promote and support student activities as well as staff needs, problem solving skills to support
student success, service-related people skills, verbal and written communication skills, organizational
skills to balance demands of a multi-tasking position, and technology skills in the areas of office
software, student database systems, and office equipment operation.
ABILITIES: Requires excellent attention to detail and follow through to meet interscholastic athletic
responsibilities, significant confidential responsibilities due to student and staff issues, and fiscal
responsibilities in the areas of school budget.
CLASSIFICATION: This position is designated as an 11 month administrative position with some
teaching duties.
REPORTS TO: Superintendent of Schools, evaluation in accordance with this job description and
School Board Policy. Collaborates with administrators, staff and students.
SUPERVISES: Physical Education teachers, health teachers and coaches.
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PERFORMANCE RESPONSIBILITIES:
RULES & REGULATIONS
1. Follow all rules and regulations of the NYSPHSAA, including preparing eligibility lists,
submitting schedules, dues, team records, and other documents that pertain to NYSPHSAA.
2. Follow all school rules and regulations and school board policy.
3. Communicate and enforce that all school athletes will be supervised at all times.
4. Implement district attendance, behavior, and tardy consequence guidelines and district student
academic eligibility guidelines.
5. Consult with school administration in resolving student athlete problems and issues.
ATHLETIC ADMINISTRATION
1. Prepare and maintain a budget for interscholastic athletic programs and collaborate with the
Facilities Supervisor in developing a plan for use/maintenance of all fields and facilities.
2. Prepare reports as required by the school administration, Superintendent, and School Board.
3. Work with the school administration, community organizations, and state athletic directors to
improve and promote the athletic program.
4. Report, document, and file all athletic injuries per district policies and protocols.
5. Work with the contracted Athletic Trainer to educate students, parents, and coaches on proper
training protocols to minimize injury.
6. Verify that all participants have a physical examination, proper permission forms, and
insurance verifications before the start of tryouts per school board policy.
7. Check student eligibility per NYSPHSAA and school board policy.
8. Plan, supervise, and attend recognition programs for school athletes.
9. Consult with school administration on the monthly athletic calendar.
10. Serve on district and community committees relating to athletics and recreation as requested.
11. Supervise on-site athletic activities and perform athletic-related administrative duties during the
months of July, and August as needed.
12. Coordinate the use of district facilities and fields to meet the needs of all schools and the
community.
13. Hold pre-season meetings with field users to best meet the needs of the district and community.
14. Assist Facilities Supervisor with inspecting fields and facilities and recommending repair or
maintenance in a timely manner prior to events.
15. Assist F a c i l i t i e s Supervisor on initial layout and lining of the athletic fields at the beginning
of each season and for special events.
SUPPLIES, EQUIPMENT & UNIFORMS
1. Keep an updated inventory of all athletic equipment and uniforms.
2. Keep supplies, equipment, and uniforms in satisfactory condition, and order all new and
replacement supplies, equipment, and uniforms when necessary according to district policy and
procedures.
3. Inspect all athletic areas for cleanliness and the proper storage of all athletic supplies, equipment,
and uniforms.
4. Provide each coach with equipment, team medical supplies, and uniforms prior to the season and
insures that each coach returns all equipment, unused supplies, and uniforms using a checklist.
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EVENTS
1. Schedule the use of all athletic facilities and fields for athletic games and practices following
NYSPHSAA and school procedures.
2. Coordinate with the Facilities Supervisor to see that all playing surfaces are properly conditioned for
all home games.
3. Coordinate with non-athletic and non-school personnel the use of district athletic facilities and
grounds.
4. Arrange for officials for all interscholastic events and make arrangements for payment of officials.
5. Be present or arrange for a school representative to be present at all home games, and assign a head
coach to assume responsibility at all away games.
6. Arrange for employees for all home games including ticket sellers and takers, police officers,
custodians, timekeepers, scorekeepers, and other required personnel.
7. Arrange for the availability of medical supplies at all home contests.
8. Contract an Athletic Trainer and/or District Physician to provide health and safety services for coaches
and athletes.
9. Assume responsibility for cancellation of games as circumstances require safeguarding athletic
participants and district resources and rescheduling in the event of cancellation and
notification to Facilities and Grounds Supervisor.
TRANSPORTATION
1. Arrange and confirm bus or other transportation for athletic participants.
2. Verify that all participants have proper permission forms for alternative transportation if requested.
3. Communicate the athletic transportation policy to all coaches responsible for away game
transportation.
COMMUNICATION
1. Meet regularly with the Superintendent of Schools to discuss challenges, successes, and needs
of the athletic program.
2. Conduct mandatory pre-season athlete, parent, and coaches meetings.
3. Represent the schools and district at NYSPHSAA and Colonial Council meetings and events.
4. Communicate issues with school and non-school athletic facilities and to the Facilities Supervisor.
5. Work with coaches to make sure that all student athletes and parents know the rules and regulations.
6. Act as a liaison between coaches, the athletic booster club, and district office regarding
fundraising.
7. Maintain an open line of communication with local athletic teams regarding t h e u s e o f athletic
facilities and fields and accommodate if possible.
8. Develop, review, and revise the athletic handbook and any athletic agreements that each athlete,
parent, and coach must abide by, with recommendations from administration and coaches, and
subject to school district approval.
9. Promote and model good sportsmanship and maintain an active program that welcomes competing
teams, guests, and game officials.
10. Coordinate publicity and news releases to the media and district communication committee.
11. Arrange for videotaping of key middle and high school athletic events as appropriate
12. Follow a chain of command of: Athlete/parent to coach
Coach to athletic director
Athletic director to principal/Superintendent
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SUPERVISION
1. Supervise and evaluate all coaches on an annual basis.
2. Supervise and evaluate all physical education and health teacher K-12.
3. Evaluate athletic programs on an annual basis and recommend and implement changes to
improve athletic programs.
4. Work with the school principal in interviewing and making recommendations to renew
coaches or hire new coaches per District policy.
5. Report all hires to district office to initiate the application and background investigation
processes.
6. Provide orientation and in-service programs for coaches and other athletic personnel.
7. Revise as needed district criteria for evaluating, renewing, and hiring of coaches annual
contracts.
8. Work with principal on issues concerning coaches.

TERMS OF EMPLOYMENT
1. 11 month position subject to responsibilities of position
2. Hours subject to responsibilities of position and will frequently require evening and weekend duty
3. Clear criminal background check
4. Verification of health to perform job
5. Valid NYS certification in physical education, health and valid SDL administrative certification
6. Administrative contract with salary and benefits defined by school district policy
The above statements are intended to describe the general nature and level of work being performed
under this job description. The above statements are not to be construed as an exhaustive list of all
knowledge, skills, abilities, and responsibilities required by personnel subject to this job description.
All personnel may be required to perform duties outside of this job description as necessary from
time to time. This job description does not constitute an employment agreement between the
District and the employee and is subject to change by the District as the needs of the District and
requirements of the job change. The Schalmont School District is an Equal Opportunity Employer.
Position is subject to Schalmont School District policy, rules, and regulations.

