PURPOSE OF ATHLETIC HANDBOOK

The handbook has at its purpose to familiarize students and their parents/guardians with Ursuline Academy’s Athletic Department and to serve as a guide for the Department’s philosophy, policies, and procedures.

Adherence to the procedures set forth in subsequent pages ensures uniformity and effectiveness in the administration of all athletic programs.

For questions that this handbook does not completely answer, please contact the Athletic Department directly.

Ursuline Academy
Athletic Department
2635 State Street
New Orleans, LA  70118
504-212-6806 #210
rbonnaffee@ursulineneworleans.org


URSULINE ACADEMY MISSION SATEMENT

Ursuline Academy of New Orleans, founded in 1727 and sponsored by the Ursuline Sisters, is a Catholic school for girls offering a strong educational environment from early childhood through a college preparatory secondary program.

In a diverse community with inspiring heritage, Ursuline Academy fosters spiritual formation, academic excellence, and a life-long commitment to Serviam:  I will serve.  The Academy values the uniqueness of each student, nurtures the whole person, and develops leaders of confidence and compassion.


ATHLETIC DEPARTMENT MISSION STATEMENT

The Athletic Department of Ursuline Academy strives to develop the student athlete physically, mentally, spiritually, emotionally, and socially.  The Department provides opportunities for development of the student-athlete in accordance with the mission statement of Ursuline Academy.





GOALS OF THE ATHLETIC DEPARTMENT

· To provide a high-quality athletic experience for all student-athletes;
· To involve a maximum number of active participants in an athletic activity without sacrificing the quality of the athletic program;
· To develop in students a sense of responsibility, faith, sportsmanship, self-respect, teamwork, leadership, and respect for teammates, coaches, opponents, and officials.


ORGANIZATION OF ATHLETIC DEPARTMENT

The Director of Athletics is responsible for the supervision of all athletic programs at the Academy.  The Athletic Director is responsible to both Principals and the President of the Academy.  Head coaches are responsible for supervising all levels of their programs and are directly responsible to the Athletic Director.  Assistant coaches and coaches of junior varsity or middle school teams are responsible to their respective head coach and to the Athletic Director.

In order to have a department that operates efficiently and smoothly, it is necessary to use the proper channels of communication.  Problems or suggestions should be discussed directly with the Athletic Director.  Head coaches will administer an informational meeting with parents at the beginning of each sport’s season.  Each coach is expected to attend this meeting, discuss the administration of their program and answer questions from the parents.  Coaches should provide schedules, team rules, and lettering policies at these meetings.

In addition, all coaches are expected to attend regularly scheduled meetings of the Athletic Department to discuss various issues related to athletics at Ursuline Academy.


COACHES

Ursuline coaches must remember at all times that they are representing the Ursuline Academy Athletic Department, their team, and themselves.  They are responsible to the Athletic Director and Principals.

All head coaches must adhere to the following guidelines:
· Membership in the LHSCA;
· Attendance at all pre-season and post-season district meetings;
· Responsibility for turning in all athletes’ required paperwork before the first team practice;
· Conducting themselves in a professional manner at all times;
· Demonstrating responsible, courteous behavior at practices and games;
· Adhering to all rules of the LHSAA, District, or other competitive entity, including, but not limited to, eligibility, number of games per week, recruiting, practices, and conduct of players;
· Assuming responsibility for the condition of the locker rooms;
· Obtaining an appropriate driver’s license for operation of the bus;
· Dressing appropriately at practices and games;
· Notifying the Athletic Director by means of a written report as soon as possible, and giving as many details as possible, if a serious incident occurs (an altercation between coach and player, player and player, coach and official, parent and coach) or serious injury;
· Demonstrating up-to-date knowledge of the sport they coach by planning well-organized practices and by instructing athletes in fundamental skills, training, and strategies necessary to achieve success
· Setting well-defined parameters for what is acceptable behavior and performance on and off the court;
· Developing in each athlete a respect for school property and its care;
· Resisting the practice of encouraging student-athletes’ exclusive specialization in a particular sport;
· Assigning at least one or two team members to attend one meeting (minimum) to discuss their team’s participation in character trait of the month. The Athletic Director will assign the month for which each team is responsible.


ADDITIONAL RESPONSIBLITIES OF COACHES:

UNIFORMS

Practice uniforms (T-shirts, shorts, socks, etc.) must be navy blue and white in color.

Each coach will communicate to players the required practice uniform.

All team members must be wearing the warm-up attire defined by the head coach when warming-up before a game/match.  Warm-up attire must be uniform (the same) for the whole team.

All head coaches are required to distribute uniforms to student-athletes.  The head coach must maintain accurate records of the articles given to each athlete and return these records to the Athletic Director at the end of each season following collection and proper storage of the uniforms.  Additionally, when a season is over, the head coach is required to turn in a post-season equipment inventory to the Athletic Director.

It is the responsibility of each athlete to turn in the borrowed uniforms in the same condition in which they were received.  Players will pay for lost or damaged uniforms.  Players are representing Ursuline Academy and shall not cause disgrace to the Academy due to improper behavior when in uniform.  Players are to wear uniforms only to athletic events that have been scheduled by Ursuline Academy.  Students violating this rule are subject to disciplinary action.


DRESS CODE

Coaches are responsible for having their teams dress properly on athletic trips (including out-of-town games).  A student-athlete’s appearance should be neat and clean at all times when traveling with the team, especially at restaurants and upon arrival at the game site.  Coaches must dress appropriately for all practices and games.  It is preferred that coaches wear an Ursuline Academy coaching shirt and shorts, pants, or attire with the coaching shirt.  Coaches have the option of upgrading this dress code.  

DISCIPLINE  

Discipline problems (except for violations of major school rules) should be dealt with by the respective coach.  Any violation of a major school rule should be reported to both the Athletic Director and the Dean of Students.  The administrative team has final authority concerning the discipline resulting from a violation of a major school rule.  The discipline given by the administration team does not preclude the head coach of the sport from also disciplining the offending student-athlete.  

Consistency and fairness are the most important factors in dealing with discipline issues.  Each situation is different; therefore, coaches should objectively evaluate each situation and make a decision based on the facts of the individual situation.  

No conflicts should exist between in-season and out-of-season sports at Ursuline Academy.  According to the LHSAA rules (4.1.3.2, 4.1.3.3) coaches may have one out-of-season organizational meeting with his/her players and shall not coach, directly or indirectly, a student during the school year other than during the season of the sport in which the student participates.  Furthermore, Ursuline in-season sports take precedence over out-of-season club sports.  Any athlete who quits, resigns, or is dismissed from the team before the season has ended may not participate in another sport until the Athletic Director has given permission in accordance with the LHSAA sports season calendar.


PRACTICE, ATTENDANCE, AND RELATED PRACTICE TOPICS

Practices and games must be properly supervised both on the field or court and in the locker rooms.  Teams must never be left unattended.  Each coach or his official designee must be the last to leave practice or a game, unless arrangements are made beforehand with the Athletic Director.  An Ursuline student-athlete must never be left alone.

Middle school coaches are responsible for supervising their student-athletes until middle school games begin.  Middle school student-athletes may not wander the campus and/or surrounding neighborhood while waiting for the coach to arrive for the game.  No practice or warm-up may take place without a coach present.

Student-athletes are expected to attend all practices and games unless an illness, death in the family, or another significant event prevents her attendance.  The aforementioned exceptions must be communicated to the coach by the student-athlete in a timely manner.  If a student leaves school because of an illness or a pre-arranged appointment, the coach must be notified before practice.  A student athlete will not take it upon herself to miss practice nor should she ask her coach at the beginning of practice, to be excused.  A player who has asked to be excused from participating in practice or a game will be expected to observe that practice/game that day.  It is important for the athlete to be at practice to observe, even if unable to participate.  Following approval of team rules and consequences, the head coach is responsible for communication to the parents concerning team expectations.  Consequences for a single missed day will be left up to the discretion of the head coach.  If excessive absences occur, a student-athlete may be dismissed from the team.  Parents must be made aware that their child’s position on the team is in jeopardy before dismissal occurs.  Immediate dismissal may occur for a student-athlete missing a game or tournament.  School-sponsored games and practices always take precedence over club sports.

Practice times for the high school start on weekdays approximately at 3:15 p.m. and end by 5:30 p.m.  Coaches may call practice on the weekends.  We encourage our coaches not to practice on Sundays.  Occasionally Sunday practices may be called because of playoffs or practices before district, regional, or state games, meets, or tournaments.  Sunday practices may not begin until 2:00 p.m.  Practices can be scheduled during exam days but are limited to 1 ½ hours.  

Coaches must hand out monthly practice calendars to all student-athletes, following approval from the Athletic Director.  Changes to the schedule may be made only with approval of the Athletic Director.  Court and field reservations must be made in advance with the Athletic Director.  Team practices on school holidays are scheduled at each coach’s discretion.  Every effort is made to avoid scheduling games on school holidays.  For high school athletics, there is an exception to this rule regarding Thanksgiving break, Christmas break, Mardi Gras break, and Easter break.  In these cases, there may be games scheduled.  No games will be scheduled on major holidays.  No games or practices may be scheduled on Good Friday.


SCHEDULES/CONFIRMATION

Coaches are responsible for completing their respective sport’s schedule.  The Academy’s high school teams are limited by the LHSAA guidelines on how many games may be played per week and per season.  The Athletic Director will provide each respective head coach with his/her sport’s relevant provisions in the LHSAA handbook.  Head coaches must receive approval of their final schedule from the Athletic Director before the start of the team’s respective season.  The schedule must be typed in a set format with the Palatino linotype font and printed on blue paper.  The schedules will be distributed to all Academy faculty and administration by the Athletic Director.  The Athletic Director will also be responsible for transferring the games to the master schedule.  The head coach is responsible for emailing the schedule and team news and statistics to news@ursulineneworleans.org, alataxes@ursulineneworleans.org, rbonnaffee@ursulineneworleans.org.  The head coach will confirm scheduled contests with opposing teams by mail at the beginning of the season, as well as contacting the officials, transportation, and any other necessary aspects of a contest.  The Athletic Director is responsible for completing all middle school schedules.  The Athletic Director is responsible for distributing all schedules throughout the Ursuline community and transferring these schedules to the master calendar in the President’s assistant’s office.  Schedules will not be finalized until approved by the Athletic Director and the school administration.  Out-of-town trips that include spending the night must be a budgeted item that has been approved by the Athletic Director before the coach commits to the trip and/or tournament.  Game schedules may not be changed without consultation with the Athletic Director and the school calendar.


INJURIES

All injuries incurred by a player, whether in practice, competition, or driving/riding to or from a game, must be reported by the coach to the parents as soon as the parent can be contacted.  Treatment should come before reporting to the office.  The coach should fill out an accident report to keep on file within two days of the date of the injury.  Appropriate on-site treatment will be administered by a coach or available medical personnel or obtained as circumstances warrant.

The Athletic Director and the Principal must be notified of any injury as soon as possible.

Release forms for emergency care will be on file with each coach and carried to each contest or off-campus practice site.  Release forms should be obtained from the office.


TRANSPORTATION

All transportation arrangements, including school dismissal times, must be made through the Athletic Director at least one week in advance.  Every effort will be made to curtail early dismissals.  Coaches should double check with the Athletic Director at least one week before an away contest to insure that the proper arrangements have been made.

If the team travels together by bus or van, students are allowed to ride home only with their parent/guardian unless the parent has made a written request for other travel arrangements.  

Drivers must obey the rules of the road at all times.  The driver is responsible for maintaining a safe atmosphere for his/her players on the bus, van, or in a personal car.

Coaches assume responsibility for cleaning the bus and/or van after a trip.  Coaches must always carry a cell phone.  


BUDGET

The Athletic Director and head coach will meet before the start of the season to discuss budget guidelines.  Each head coach is responsible for insuring that his/her program’s expenditures stay within the budget guidelines.  All purchases must be approved by the administration through the Athletic Director before they are made.  Purchases made without the administration’s approval may be the responsibility of the coach.


PRESS RELATIONS AND PUBLICITY

Each head coach of a high school varsity sport is responsible for calling in the results of every athletic contest to the Times-Picayune.  Scores must be reported whether Ursuline wins or loses.  The telephone number is 826-3405 after 6:00 p.m.

All results, scores, and major statistics for each sporting event must also be written for daily announcements and emailed to mmckay@ursulineneworleans.org by 7:30 a.m. for morning announcement and by 1:30 p.m. for afternoon announcement.  A copy must be emailed to the Athletic Director (rbonnaffee@ursulineneworleans.org) and the Communications Director (alataxes@ursulineneworleans.org).

All press releases must go through the Academy’s Communications Director.


FUNDRAISING/GIFTS

In the event that a donor approaches a coach with the desire to make a monetary gift to a particular sports program and/or give an item to a particular sport, the coach should refer the parent to the Athletic Director so that the matter can be expeditiously processed.

All fundraising is handled through the Development Office.  Individual teams are not allowed to initiate fundraising activities unless approved by the Athletic Director and the Development Office.
FACILITIES

Priority for the use of the gym, yard, and tennis courts is given to official Ursuline Academy athletic events and practices.  Head coaches are responsible for securing each facility through the Athletic Director.

Facility rental by outside groups will be handled through the Athletic Director.

Storage areas must be secured at all times.  Students may not have access to storage areas or athletic offices without proper supervision.  Offices must always be locked when a coach is not present and cannot be used as a student lounge.

Locker rooms must always be locked after teams have gone to the fields/courts, and students need to be reminded to place any valuables in their lockers and lock them.

Coaches are responsible for the condition of the gym, the locker rooms, the gym foyer, their respective offices, and the equipment.  Additionally, no students are allowed to operate the curtain divider, the bleachers, the goals, and the sound system.


ROSTERS

Coaches are required to give the Athletic Director rosters for their teams by the end of the first week of practice.


CONFLICT RESOLUTION

If parents have concerns about an incident at a game or practice, they are asked to call the school’s office to schedule a meeting with the coach(es) and the parents and the student-athlete.  Student-athletes are welcome to discuss playing time with their coach. 

 If no resolution is reached, then the Athletic Director is approached.  If no resolution is reached, the respective Principal should be contacted.

Due process must be used in handling all issues.


POST-SEASON DUTIES

At the conclusion of each season, coaches are required to complete the following duties:
· Submit a final team roster to the Athletic Director;
· Submit individual and team statistics, accomplishments, and scores;
· Work with the Athletic Director to build next season’s budget;
· Collect uniforms;
· Clean, inventory, and store all equipment and uniforms;
· Attend post-season wrap-up meeting with Athletic Director;
· Complete and submit a team award checklist to the Athletic Director;
· Notify the Athletic Director of any special thank-you notes that should be sent to individuals who were especially generous and/or helpful to the sport.

AWARDS

The following is a breakdown of the awards that each athlete receives for each year of high school.
8th grade year:  certificate of participation
9th grade year:  letter (must be 2nd year on team)/Freshmen Lettermen’s certificate if 1st year
10th grade year:  jacket (ordered 10th grade year provided athlete has participated in at least one sport for 2 years, including 10th grade year)/letter certificate awarded at ceremony
11th grade year:  plaque listing all sports in which athlete participates
12th grade year:  blanket (must have participated at least two years to be eligible)/letter certificate for first year participants at ceremony
5 year participants:  Athletes who have been members of the same team for all five years of high school are eligible to receive an Ursuline Academy sports watch.  This means that athletes could receive both the blanket and watch their senior year.
Managers and statisticians will be awarded following the above criteria.

The coach may give a Most Valuable Player award and a Most Improved Player award.  Separate MVP and MIP awards will not be given for a junior varsity team.  Coaches are expected to highlight their JV team’s season at the athletic awards ceremony.
 
Two special awards to be voted on by the coaches are the Brother Eugene Award and the Pat Taylor Award.  Criteria for these awards are as follows:

Brother Eugene Award

The Brother Eugene Award is given in honor of a Christian Brother who coached Ursuline’s tennis team for many years.  Brother Eugene was at every Ursuline sporting event and activity.
We present the Brother Eugene Award to a junior who has demonstrated outstanding loyalty and dedication to her team.  The recipient is someone who, in the eyes of the 
coaches, has done the best job of sportsmanship, commitment to her team, and service to the team, school, and community. 

Pat Taylor Award

The Pat Taylor Senior Athlete Award is given in honor of Miss Taylor who gave over 40 years to Ursuline Academy, its athletic teams, and most of all to its students.
Established in 2000
  Love of Ursuline and Ursuline Athletics
  Loyal to Ursuline
  Dedication to school and team
  Displays good sportsmanship
  Hard-working and committed to her sport
  Willing to help out when needed (carrying equipment, scoring, etc.)
  Participation in more than one sport or minimum three year athlete in one sport
  Completed each sport without interruption (except injury or other circumstances beyond her 
      control)
  Must be a senior
  Award is voted on by high school coaches

The coach shall have the opportunity to make exceptions from the normal standards when special conditions justify the award.  All exceptions to the minimum lettering standards must have the approval of the Athletic Director.

All middle school athletes receive recognition for their participation.


STUDENT-ATHLETE ELIGIBILITY

All athletes must meet the following LHSAA and Academy guidelines for eligibility, including but not limited to the following criteria:
· The athlete cannot become 19 years of age prior to September 1st of the current school year.
· The athlete must provide the coach legal proof of age, which meets the provisions of the LHSAA handbook and must be kept in the school records.  Legal proof of age is a copy of a student’s birth certificate or passport.
· The athlete must submit to the coach a current physical examination form completed and signed by a physician.  One physical is required every 365 days.
· The athlete must present the parental permission form to the coach.
· The current physical form, parental permission form, and a copy of the student’s birth certificate or passport must be turned in before the athlete is allowed to practice.
· The athlete must be counted as a student on the official school daily attendance records.
· The athlete must attend class during the first 11 school days for the first semester or she will be ineligible for the first 30 school days.
· Once the athlete enters the 9th grade, she has 8 consecutive semesters in which to participate in athletics.
· At the end of each quarter the athlete must be passing at least 4 subjects and earning a GPA of at least 1.50.  At the end of the semester and the end of the year and prior to the next school year the athlete must earn at least 6 units with an overall 1.50 GPA for all courses taken.  If a student doesn’t meet the aforementioned academic requirements, a conference will be held with the Athletic Director and the coach to determine the course of action.
· The athlete cannot play high school athletics if she loses her amateur status.
· In certain sports, athletes cannot play on a school team and an independent team during the same sport season.
· Suspended and ineligible students cannot participate in any interscholastic contest at any level.
· Arriving after 8:30 is considered one-half day’s absence.  Leaving school before 11:30 is considered one-half day’s absence.  A student-athlete must be in attendance at school for at least half the day to play in a game or participate in practice. 
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