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Online Resources 
 

● WISD 2018/2019 Calendar 

●  WISD UIL Eligibility Calendar 2017/2018 

● UIL 2018/2019 Official Calendar  

● 2018/2019 UIL Rule Changes 

● 2018-19 Sport Season Dates and Game/Tournament Limits 

● Previous Athletic Participation Form  

● Professional Acknowledgement Form  

● Varsity Team Sport Eligibility Blank 

● Individual Varsity Sport Eligibility Blank  

● UIL Booster Club Guidelines  

● Sportsmanship Information Manual  

● TEA & UIL Side by Side 2018-2019 

● UIL Parent Information Handbook  

● Constitution and Contest Rules 

● NFHS Fundamentals of Coaching  

● Safety Training  

● Concussion Education Training  

● Eligibility Standards for UIL  

● UIL Anabolic Testing Program Info  

● Acknowledgement of Rules Form  

● Concussion Acknowledgement Form  

● Preseason Practice Regulations Activities Outside the School Year 

● Athletic Staff Evaluation- Head Coach  

● Athletic Staff Evaluation- Assistant Coach  
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https://www.wisd.us/uploaded/Public_info/Official_18-19_Academic_Calendar_.pdf
https://docs.google.com/document/d/1sRbkf14rv39pFWcExDWPoTrstxeXwXGtZjzCCPDCypQ/edit?usp=sharing
https://www.uiltexas.org/files/calendars/2018-19-Tentative_Calendar.pdf
http://www.uiltexas.org/policy/league-governance/proposals
http://www.uiltexas.org/files/athletics/2018-19_TENTATIVE_Sport_Season_Dates_and_Game__Tournament_Limits.pdf
http://www.uiltexas.org/files/athletics/forms/PAPF_17-18.pdf
http://www.uiltexas.org/files/professional-acknowledgement.pdf
http://www.uiltexas.org/files/athletics/forms/varsity-team-sport-eligibility_2017-18.pdf
http://www.uiltexas.org/files/athletics/forms/individual-sport-eligibility17.pdf
https://www.uiltexas.org/files/policy/booster_club_guidelines.pdf
http://www.uiltexas.org/files/athletics/manuals/sportsmanship-manual.pdf
https://www.uiltexas.org/files/policy/TEA_UIL_Side_by_Side_18-19.pdf
http://www.uiltexas.org/files/athletics/manuals/Parent_Info_Handbook_17-18.pdf
http://www.uiltexas.org/files/athletics/manuals/Parent_Info_Handbook_17-18.pdf
http://www.uiltexas.org/files/policy/2018-2019_full_uil_constitution.pdf
https://nfhslearn.com/courses/61113/fundamentals-of-coaching
https://www.uiltexas.org/health/safety-training
http://www.uiltexas.org/health/concussions
https://www.uiltexas.org/policy/eligibility
http://www.uiltexas.org/health/steroid
http://www.uiltexas.org/files/athletics/forms/rules-acknowledgement_1-16.pdf
http://www.uiltexas.org/files/athletics/forms/Concussion_Acknowledment_Form.pdf
https://www.uiltexas.org/files/athletics/Preseason_Practice_Regulations_Activities_Outside_the_School_Year_(updated).pdf
https://drive.google.com/file/d/0BwSj7njLkMoSOXFzV0FhaUdrcGw5UFU0Q05SakwxZXg3Yjdv/view?usp=sharing
https://drive.google.com/file/d/0BwSj7njLkMoSMHZ0NlE2cmZxZVRKcnU2YmZfMVdqelZtTWJ3/view?usp=sharing
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Weslaco Independent School 
District Administration   

 

Dr. Priscilla Canales 

Superintendent of Schools 

  

N/A 

Weslaco East High School Principal 

  

Mrs. Yvette Morales 

Weslaco High School Principal 

  

Mr. John Garlic 

Beatriz Garza Middle School Principal 

  

Mr. Freddy Rodriguez 

Dr. Armando Cuellar Middle School Principal 

  

Mr. Pablo Vallejo 

Mary-Hoge Middle School Principal 

  

Mrs. Pat Munoz 

Central Middle School Principal 

  

Mr. Oscar Riojas 

WISD Athletic Director 

  

Mr. Andrés Cantú 

WISD Assistant Athletic Director 

  

Coach Mike Burget 

WEHS Athletic Coordinator/Head Football Coach 

  

Coach Michael Salinas 

WHS Athletic Coordinator/ Head Football Coach 
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Mission Statement  

 
The Weslaco Independent School District program believes in the development of           

strong physical minds and bodies, superior moral standards, and a sound ethical            

character related to our boys and girls of our schools. Leadership, team concept,             

self-discipline and competitive skills should collaborate with academic achievements.         

The program should provide a variety of goals to enhance the development of positive              

habits and attitudes in athletics that will prepare our athletes for success in life. 

 

Philosophy  
 

The Weslaco Independent School District believes that a dynamic program of student            

activities is vital to the educational development of the student.  

  

The Weslaco Independent School District athletic program should provide a variety of            

experiences to aid in the development of favorable habits and attitudes in students that              

will prepare them for adult life in a democratic society.  

  

Athletics should function as an integral part of the total curriculum. It should offer              

opportunities to serve as the institution, to assist in the development of fellowship and              

good will, to promote self-realization and all-around growth, and to encourage learning            

the qualities of good citizenship. 
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Objectives of Participation  
 

● To provide a positive image of school athletics at Weslaco ISD. 

 

● To strive always for playing excellence that will produce winning teams, within 

the bounds of good sportsmanship and  mental health of the student athlete.  

 

● To ensure growth and development that will raise the number of individual 

participants; that will give impetus to increasing attendance at each contest; that 

will build up gate receipts; and that will enable a program of continuing upkeep 

and improvement of facilities. 

 

● To provide opportunities that will allow the program to serve as a laboratory 

where students may cope with problems and handle situations similar to those 

encountered under conditions prevailing in the contemporary world.  The 

laboratory should provide adequate and natural opportunities for: 

 

 

1. Physical, mental and emotional growth and development. 

2. Acquisition and development of special skills in activities of each student’s 

choice.  

3. Team play with the development of such commitments as loyalty, cooperation, 

fair play and other desirable social traits. 

4. Directed leadership and supervision that stresses self-discipline, self-motivation, 

excellence and the ideals of good sportsmanship that make for winning and 

losing graciously.  

5. A focus of interests on activity programs for student body, faculty and community 

that will generate a feeling of unity. 

6. Achievement of initial goals as set by the school in general and the student as an 

individual. 

7. Provisions for worthy use of leisure time in later life, either as a participant or 

spectator. 

8. Participation by the most skilled that will enable these individuals to expand 

possibilities for future vocational pursuits. 
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● To provide a superior program of student activities that includes appropriate 

activities for every boy and girl. 

 

● To provide opportunities for students to experience success in an activity he/she 

selects. 

  

● To provide sufficient activities to have an outlet for a wide variety of student 

interests and abilities. 

  

● To provide those student activities which offer the greatest benefits for the 

greatest number of students. 

  

● To create a desire to succeed and excel. 

  

● To provide for the student’s worthy use of leisure time, now and in the future. 

  

● To develop high ideals of fairness in all human relations. 

  

● To practice self-discipline and emotional maturity while learning to make 

decisions under pressure. 

  

● To be socially competent and operate within a set of rules, thus gaining a respect 

for the rights of others. 

  

● To develop an understanding of the value of activities in a balanced educational 

process. 
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Extracurricular Activities, 
Clubs, And Organizations 

(All Grade Levels)* 
 
Participation in school-sponsored activities is an excellent way for a student to develop 

talents, receive individual recognition, and build strong friendships with other students; 

participation, however, is a privilege, not a right. 

 

Participation in some of these activities may result in events that occur off-campus. 

When the district arranges transportation for these events, students are required to use 

the transportation provided by the district to and from the events.  Exceptions to this 

may only be made with the approval of the activity’s coach or sponsor.  [Also see 

Transportation on page 79.] 

 

Eligibility for initial and continuing participation in many of these activities is governed 

by state law and the rules of the University Interscholastic League (UIL)—a statewide 

association overseeing inter-district competition.  If a student is involved in an 

academic, athletic, or music activity governed by UIL, the student and parent are 

expected to know and follow all rules of the UIL organization.  Students involved in UIL 

athletic activities and their parents can access the UIL Parent Information Manual at 

https://www.uiltexas.org/athletics/manuals; a hard copy can be provided by the coach 

or sponsor of the activity on request.  To report a complaint of alleged noncompliance 

with required safety training or an alleged violation of safety rules required by law and 

the UIL, please contact the curriculum division of TEA at (512) 463-9581 or 

curriculum@tea.texas.gov. 

 

[See http://www.uiltexas.org for additional information on all UIL-governed activities.] 

Student safety in extracurricular activities is a priority of the district.  The equipment 

used in football is no exception.  As a parent, you are entitled to review the district’s 

records regarding the age of each football helmet used by the campus, including when a 

helmet has been reconditioned. 

 

In addition, the following provisions apply to all extracurricular activities: 

● A student who receives at the end of a grading period a grade below 70 in any 

academic class—other than an Advanced Placement (AP) or International 
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Baccalaureate (IB) course; or an honors or dual credit course in English language 

arts, mathematics, science, social studies, economics, or language other than 

English—may not participate in extracurricular activities for at least three school 

weeks.  Students enrolled in the advanced courses listed above who earn a grade 

of 60 or better will be eligible. 

● A student who receives special education services and who fails to meet the 

standards in the individualized education program (IEP) may not participate for 

at least three school weeks. 

● An ineligible student may practice or rehearse but may not participate in any 

competitive activity. 

● A student is allowed in a school year up to 10 absences not related to post-district 

competition, a maximum of 5 absences for post-district competition prior to 

state, and a maximum of 2 absences for state competition.  All extracurricular 

activities and public performances, whether UIL activities or other activities 

approved by the board, are subject to these restrictions. 

● An absence for participation in an activity that has not been approved will receive 

an unexcused absence. 

 

 

 

 

 

 

 

*From Student Handbook   
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Code of Ethics  

Athletic Coordinator  
● Strives to develop and maintain a comprehensive athletic program which seeks 

the highest development of all participants, and which respects the individual 

integrity of every athlete. 

  

● Considers the well-being of the entire student body as fundamental is all 

decisions and actions. 

  

● Supports the principle of due process and protects the civil and human rights of 

all individuals. 

  

● Organizes, directs and promotes an interscholastic athletic program in harmony 

with, and contributes to, the total school program. 

  

● Cooperates with staff and school administration in establishing, implementing 

and supporting school policies. 

  

● Acts impartially in the execution of basic policies, and the enforcement of the 

district and campus policies, and UIL rules and regulations. 

  

● Fulfills professional responsibilities with honesty and integrity and upholds the 

honor of the profession in all relations with students, parents, colleagues, 

coaches, administrators and the general public. 

 

● Avoids using the position for personal gain or influence. 

 

● Seeks to improve the professional status and effectiveness of the interscholastic 

athletic administrator through participation in local, state and national 

professional development opportunities. 

 

● Is committed to high standards of ethics, sportsmanship and personal conduct on 

the part of the administrator, members of the coaching staff and athletes 

representing their school. 
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Athletic Department 
Organizational Chart  
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Administration Organization 
Athletics 

 

Due to the complexity and multiple facets of the WISD athletic program, it is necessary 

that the functions and responsibilities of all personnel within the framework of the 

program be enumerated. Therefore, this series of job descriptions has been developed to 

aid the school district and enhance the accomplishments of the athletic program.  
 

A. Athletic Coordinator  

i. Reports to campus principal. 

ii. Plans, coordinates and supervises all phases of the student athletic 

program, ensuring appropriate communications with building 

principals. 

iii. Provides an evaluation report on all personnel for that portion of 

their job involved with athletic programs. 

iv. Is responsible for all out-of-town trips. 

1. Transportation 

2. Lodging 

3. Record keeping 

4. Trip logs 

v. Monitors all ticket sales at the gates and revenue from these sales. 

Sees that all athletic ticket revenue is distributed so that the proper 

share is credited to each respective school. 

vi. Interprets the athletic program to teachers, administrators and the 

community. 

vii. Develops recommendations for the improvement of the athletic 

program. 

viii. Maintains an inventory of all athletic equipment. 

ix. Prepares a schedule for all athletics.  Coaches are consulted as to 

their preference of opponents and may be given responsibility for 

securing teams for tournaments they host.  

x. Maintains a calendar of all athletic events for their respective school 

and its feeder schools. 

xi. Attends and observes athletic events whenever possible.  
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xii. Oversees all athletic related programs to assure a balance is 

maintained financially by sex and age, and that equality of 

emphasis prevails among these activities wherever possible and 

prudent. 

xiii. Offers leadership and gives direction to athletic related personnel 

while enforcing the philosophy, policies and rules that govern the 

program. 

xiv. Maintains an accounting system for all athletic activities, including 

district funds, gate receipts, expenditures, etc. 

xv. Establishes and enforces policies, rules regulations and procedures 

regarding coaches and participants. 

xvi. Encourages the press to cover all athletic activities that can be 

boosted by such recognition. 

xvii. Attends meeting to advise and cooperate with booster clubs, 

exhibits enthusiastic leadership in promoting season and advance 

ticket sales, and enlists student assistance for club projects. 

xviii. Speaks publicly as frequently as possible in an effort to enlist 

community understanding and support for the athletic program. 

xix. Prepares and annual report on each activity with an analysis of the 

status of the program. 

xx. Continually evaluates the existing programs and makes suggestions 

for improving them, as well as discontinuing activities that have lost 

their appeal and/or promoting activities to take their place. 

xxi. Attends all state athletic directors’ meeting to help develop policies 

for the governance of athletics. 

xxii. Promotes Weslaco as the host city for as many athletic activities and 

events as possible.  

xxiii. Notifies all teams and activity groups of pertinent information.  

xxiv. Assists the booster club in organizing athletic banquets and 

recognition ceremonies. 

xxv. Serves as a contact person with regard to public use of athletic 

facilities and prepares and maintains a master schedule of all 

scheduled events or activities.  

xxvi. Initiates processes and procedures, which will assure a wholesome 

educational environment within school to promote the effective, use 

of corrective student discipline measures as set down by the school 

district policies and state regulations.  
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xxvii. Organizes and establishes rules and regulations for medical 

examinations for students involved in school athletics and evaluates 

and advises on school insurance programs.  

xxviii. Coordinates hiring of all high school athletic personnel and 

coaching assignments in collaboration with the personnel office and 

the campus principal.  Consults and assists in the hiring of middle 

school athletic personnel. 

xxix. Establishes athletic increment schedules. 

xxx. Produces and works within budget for athletic related activities. 

xxxi. Coordinates bids and requisitions of athletic equipment and 

supplies. 

xxxii. Coordinates all proper maintenance for gymnasium, stadiums and 

other athletic facilities.  

xxxiii. Is responsible for game preparation and arranges space for local 

and visiting sportscasters (publicity – radio, television, newspaper). 

xxxiv. Receives and forwards referendums to appropriate schools, 

reviewing opinions. 

xxxv. Coordinates participation in activities of all coaches associated with 

the booster club, governing the acceptance and utilization of items 

donated by the club and other organizations. 

xxxvi. Is responsible for renewal of annual coaching agreements for head 

coaches and assistant coaches, in collaboration with the campus 

principal. 

xxxvii. Represents Weslaco ISD in athletic business at conferences, district 

and state meetings. 

xxxviii. Is responsible for purchase and distribution of trophies, letter 

jackets and other athletic awards for the athletic programs. 

xxxix. Is responsible for ensuring that all programs have imputed and 

updated their schedules on RANK ONE Sport Software. 

 

B. Head Coach  
a. Duties and Responsibilities  

i. Has knowledge of existing systems and state and league 

regulations.  Implements rules consistently and interprets them for 

the staff. 

ii. Has a thorough knowledge of the entire athletic policy handbook 

and supervises its implementation by the entire athletic staff. 
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iii. Provides strong leadership for athletes in the program. 

iv. Is responsible for the entire function and operation of the sport 

beginning at the middle schools and continuing through the varsity 

program.  

b. Administrative Duties  

i. Advises athletic coordinator on policy, method or procedural 

changes. 

ii.  Provides proper safeguards for maintenance and protection of 

assigned equipment sites. 

iii.  Assists the athletic coordinator in scheduling, providing 

transportation and requirements for tournaments and special 

events. 

iv.  Ensures that all schedules are uploaded in the Rank One Sports 

Software 

v. Provides documentation to fulfill state and system requirements 

concerning physical examinations, parental consent and eligibility. 

vi. Conducts a yearly pre-season parent meeting to in form parents of 

their policies and procedures concerning their sport. 

c. Staff Responsibilities 

i. Maintains discipline, addresses grievances and works to increase 

morale and cooperation. 

ii.  Delegates specific duties, supervises implementation, and at 

season’s end, analyzes staff effectiveness and evaluates all 

assistants.  

iii.  Establishes the fundamental philosophy, skills and techniques to 

be taught by staff.  Designs conferences, clinics and staff meetings 

to insure staff awareness of the overall program. 

iv.  Trains and informs staff and encourages professional growth by 

encouraging clinic attendance according to local clinic policy. 

v.  Performs such other duties as may be assigned by the athletic 

director/coordinator or the principal. 

vi.  Prior to the beginning of every season, a clinic for middle school 

and high school staff will be held. 

vii.  Volunteer coaching by full time hourly personnel working for the 

school is prohibited.  

d. Public Relations  

i.  Presents information, schedules and tournament brackets. 
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ii.  Is responsible for the validity and tone of oral communications 

with the media. 

iii.  Is responsible for maintaining good relations with the news media, 

booster club, parents, officials, volunteers and fans. 

iv.  Promotes the sport within the school through recruiting athletes 

that are not in another sport’s program, and promotes the sport 

outside the school through news media, youth programs and civic 

organizations concerning results, quality, and effectiveness of the 

program. 

v.  Holds a parent meeting prior to the start of the season to 

communicate goals, philosophy, expectations and commitment to 

the athletes. 

vi.  Must have approval form the Athletic Coordinator on any media 

coverage requests. 

e. Student Responsibilities  

i. Determines discipline; delineates procedures concerning due 

process when the enforcement of discipline is necessary. 

ii.  Gives constant attention to a student athlete’s grades and conduct. 

iii.  Assists athletes in requirements for college admission, 

scholarships, grants, and the selection of a college or other 

advanced educational policy. 

iv.  Directs student managers, assistants and statisticians. 

v.  Collaborates with the trainer to complete paperwork on all 

disabling athletic injuries on proper forms and submit them to the 

athletic coordinator within 24 hours. 

vi.  Provides training rules and any other unique regulations of the 

sport to each athlete who is considered a participant.  

vii.  By his / her presence at all practices, games and while traveling, 

provides assistance, guidance and safeguards for each participant.  

viii.  Initiates programs and policies concerning injuries, medical 

attention and emergencies. 

ix.  Supports and promotes multi sport athlete participation 

x.  Encourages students to refrain from requesting schedule changes 

for athletic period program purposes until the end of the semester. 
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Procedure for Handling 
Athletic Request and Problems  
 

 

❏ All coaches shall initiate each request or discussion of a problem 

pertaining to athletics with the head coach. 

 

❏ The Request or problem may then be referred to the campus 

coordinator by the head coach. 

 

❏ The problem may then be referred to the Athletic Director. 
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End of Season Responsibilities  
 

At the end of the season, it will be the responsibility of each head coach to conduct 

certain concluding activities to finalize the season.  Assistant coaches are obligated to 

help with these tasks, but the ultimate responsibility lies with the head coach. 

  

1.      EQUIPMENT AND UNIFORM COLLECTION, CARE, AND STORAGE: 

  

It is the responsibility of all coaches to assure that all athletic equipment and uniforms 

are properly cared for and retained in the program.  Due to limited funds for athletics, 

each program must strive to get maximum usage from equipment, which is used with 

that program. 

  

2.     LIST OF LETTER AWARD WINNERS: 

  

Each coach is responsible for turning in a list of the number of letters, bars, insignia and 

certificates to be presented to his or her athletes for the season.  Coaches need to be 

aware that an athlete is only to receive one letter for each level of competition. 

  

3.     EVALUATION OF ASSISTANTS: 

  

High school head coaches who have assistant coaches are asked to evaluate their 

assistant (s) after the season ends.  (Must be done no later 3 weeks after season!) 

Evaluation forms are located in this packet and or in the Athletic Director’s office. 

  

4.     EQUIPMENT ORDERS: 

  

The head coach will be asked to put together a list of equipment and uniforms needed 

for the following year.  At the middle school level, this must be coordinated with the 

Head Middle School Coach and the High School Head Coach.  At the high school level, 

each sport will be given a budget by the Athletic Director.  The head coach of each sport 

is responsible for putting together an equipment/uniform order for all levels within his 

or her sport.  Orders submitted to the Athletic Director’s office must be within the limits 

of that program's budget as closely as possible.  Specific descriptions of equipment and 

uniforms must be included in the order submitted to the AD’s office. 
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The Coach Duties and 
Responsibilities  

 
 

●  Has a tremendous influence on the education of student athletes 

● Upholds the honor and dignity of the profession 

● Takes an active role in the prevention of drug abuse 

● Promotes the interscholastic program in harmony with the school programs 

● Adheres to contest rules and interpretations 

●  Enhances sportsmanship 

● Supports and respects contest officials 

●  Promotes a friendly environment 

●  Requests no special consideration for athletes 

● Maintain the league and or High School Athletic Association ethics 
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Professional Appearance  

 
It is the responsibility of all athletic staff members and coaches to maintain an 

appearance of professionalism while representing Weslaco Independent School District 

and the Athletic Department on and off school grounds.  Administrators and coaches 

should always be dressed for success.  Coaches should maintain a professional 

appearance when not at practice.  Jeans, T-shirts, Flip-Flops, Cut-Offs, or revealing 

clothing are never appropriate.  

 

Guidelines for Game Attire:  

● WISD Sport Specific T-shirt or Polo Shirts 

● Slacks or Khaki Pants 

● Dress Shorts (non-athletic) of an Appropriate Length 

● No Jeans  

● No exposed midriffs, ‘crop tops’ 

● No spandex shorts/leggings  

● No visible undergarments (pants/shorts around waist)  

● No flip flops or sandals 

 

Guidelines for Practice Attire:  

● Appropriate T-shirt/sweatshirt/training shirt  

● Athletic Shorts of an Appropriate Length 

● Sweat Pants 

● No Jeans  

● No spandex shorts/leggings 

● No exposed midriffs, ‘crop tops’ 

● No visible undergarments (pants/shorts around waist)  

● No flip flops or sandals 

 

 

 
Proper attire is required at all times. 
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Middle School Athletic 
Coordinator  

The middle school coordinator shall be responsible for providing leadership for all 

middle school coaches in all sports.  He/She shall keep them informed of and in 

compliance with all UIL and district athletic policies, procedures, and timelines. 

 

The middle school coordinator will: 

1.  Communicate with the respective athletic coordinator and campus principal on 

all athletic matters. 

2. Be the contact person for all correspondence from the high school athletic office 

to the middle school athletic staff. 

3. Work with their respective athletic coordinator and the campus principal in 

evaluating the middle school athletic programs. 

4. Supervise all athletic facilities, fields, etc., at their middle school campus and 

communicate with the high school athletic coordinator concerning needed 

repairs and maintenance. 

5. Perform other duties as may be assigned by the Athletic Director/ Assistant 

Athletic Director/Athletic Coordinator. 

6. Encourage mass participation in the middle school athletic programs. 

7. Enforce a “NO CUT” policy. 

8. Ensure that all programs upload and update their schedules on Rank One Sport 

Software. 
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Middle School Coach  

Job Description 
 The middle school coach shall be responsible for developing an athletic program under 

the leadership of the middle school coordinator; their respective athletic coordinator 

and the athletic director/assistant athletic director.  
1. Teach the offense, defense, terminology and drills determined by the high school head 

coach. 

2.  At the end of a season, compile an inventory of equipment and supplies, and provide a 

request for materials and maintenance that will be needed for the subsequent year. 

3. Submit program requests through the middle school coordinator and the high school 

athletic coordinator to the campus principal 

4. Secure team transportation and travel expenses for all trips through appropriate 

procedures. 

5.  Participate in and cooperate with other members of the coaching staff, providing 

leadership in the athletic program, as well as the total school program. 

6. Cooperate with community agencies and the press. 

7. Plan consistent and continuous efforts t maintain good home-school relations. 

8. Work with school related organizations to support and boost the total athletic program. 

9. Promote the athletic program, assisting participants in developing pride and a desire to 

excel in athletics. 

10. Encourage athletes to continue their athletic participation in high school and in college. 

11. Teach good physical habits and mental attitudes. 

12.  Set a good example for all athletes in manners, attitudes, dress, conduct and character. 

13.  Assume responsibility for the care of injuries, provide emergency treatment and refer to 

the trainer. 

14.  Attend all in-service training programs and other meetings required by the WEHS 

athletic coordinator and the middle school coordinator. 

15. Give proper care and maintenance to all athletic equipment and facilities. 

16.  Assume responsibility for the general management (use, care and maintenance) of the 

athletic fields and facilities. 

17.  Submit game officials’ pay forms to the athletic office following each event. 

18.  Perform other duties as assigned by the campus principal, the middle   school 

coordinator, or athletic director. 

19.  Supervise students until everyone has left the premises. 

20.  Obtain permission to use facilities, following proper procedures. 

21. Ensure that schedules are uploaded on the Rank One Software website. 
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Athletic Trainer  

Job Description  
The athletic trainer shall be responsible to the athletic coordinator and the campus 

principal.  The trainer is expected to work with all the coaches on the assigned campuses 

and serve as a consultant to them on the prevention and treatment of injuries. 

 

The athletic trainer’s job will encompass the overall program, inclusive of high school 

and middle school athletic contests and practices as assigned.  Responsibilities include, 

but are not limited to, the following: 

1. Instruct, guide and train as many student trainers as possible in the skills of sports 

medicine. 

2.  Serve as a resource person to coaches on conditioning programs, off-season programs, 

diets, etc. 

3.  Administer supportive taping, wrapping, and/or orthopedic devices designed to prevent 

and protect the athlete from further injury. 

4. Establish a program for yearly physical examinations of all prospective athletes. 

5.  Check safety of existing school athletic equipment and serves as equipment consultant. 

6.  Administer a program to provide for treatment and rehabilitation of injured athletes 

under the supervision of a physician. 

7.  Conduct a continuing education program for all coaches regarding emergency treatment 

of athletic injuries. 

8.  Assume responsibility for therapeutic equipment in the treatment of athletic injuries. 

9.  Visit each assigned campus and maintain a record of each visit. 

10.  Assist coaches and student trainers in areas of first aid that may be problematic. 

11.  coaches, and physicians concerning injured athletes. 

12.  Determine the participation status of an injured player returning to action. 

13.  In collaboration with the WHS/ WEHS athletic coordinator, prepare a schedule of 

athletic contests to be covered weekly. 

14.  Attend scheduled athletic events, as determined by the WHS/WEHS athletic 

coordinator and campus principal. 

15.  Maintains daily records on athletic injury referrals to physicians and treatments given.  

16.  Maintain records of parent approvals, physical examinations and insurance information 

regarding policies, group and identification numbers. 

17. Verifies all medical bills for payment and follow up on all processes regarding payment. 

18. In collaboration with the WHS/WEHS athletic coordinator, requisition all supplies to be 

used in the training rooms and issue medical supplies as needed. 

19. Keep yearly inventory of all medical supplies and equipment. 

20.  Perform such other duties as may be assigned by the WHS/WEHS athletic coordinator 

or campus principal. 
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Coach’s Code of Ethics 
The function of a coach is to properly educate students through participation in 

interscholastic competition.  The interscholastic program is designed to enhance 

academic achievement and should never interfere with opportunities for academic 

success.  Each child should be treated as though he/she were their coach’s own and his 

welfare shall be uppermost at all times. 

The coach must be aware that he or she has a tremendous influence, either good or bad, 

in the education of the student athlete, and thus shall never place the value of winning 

above the value of instilling the highest desirable ideals of character. 

  

The coach must constantly uphold the honor and dignity of the profession.  In all 

personal contact with the student athlete, officials, athletic directors, school 

administrators, UIL, the media, and the public, the coach shall strive to set an example 

of the highest ethical and moral conduct. 

  

The coach shall take an active role in the prevention of drug, alcohol and tobacco abuse 

and under no circumstances should authorize their use. 

  

The coach shall promote the entire interscholastic program of the school and direct his 

or her program in harmony with the total school program. 

  

The coach shall be thoroughly acquainted with rules and is responsible for their 

interpretation to team members.  The spirit and letter of rules should be regarded as 

mutual agreements.  The coach shall not try to seek an advantage by circumvention of 

the spirit or letter of the rule. 

  

Coaches shall actively use their influence to enhance sportsmanship by their spectators, 

working closely with cheerleaders, Pacesetters, pep club, booster club and sponsors and 

administrators. 

Contest officials shall have the respect and support of the coach.  The coach shall not 

indulge in conduct which will incite players or spectators against the officials.  Public 

criticism of officials or players is unethical.  Coaches should not have any verbal 

exchange with officials immediately after a contest.  Proper supervision of your team is 

your main concern. 

  

Before and after contests, rival coaches should meet and exchange friendly greetings to 

set the tone for the competition. 

  

A coach shall not exert pressure on faculty members to give student athletes special 

consideration. 

It is unethical for coaches to scout opponents by any means other than those adopted by 

the district and/or UIL. 
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Coaching Expectations and 
Responsibilities  

 

1. Coaches must work hand in hand with the athletic coordinator, principal and 

staff to maintain a cooperative relationship. 

2. Diligence, enthusiasm, honesty and a love for the game are all part of the 

professional pride that should be exhibited by WISD coaches.  Personal 

appearance, dress, and physical condition should all be exemplary.  Adhering to 

the practice schedule and building positive attitudes are very important. 

3. The coach must be able to develop a good rapport with any number of individuals 

and groups such as team personnel, the student body, faculty, administration, 

maintenance, the community as a whole, spectators, fellow coaches in the 

district, officials, media representatives and the parents of the players.  Good 

rapport and an image of competency are invaluable for a coach. 

4. Every facet of discipline is the coach’s responsibility.  The coach must demand 

observance of school codes, training rules, rules of the game, ideals of good 

sportsmanship and behavior of participants throughout the season, at home and 

away.  Desire to do well, to win well and to lose well should be emphasized.  Staff, 

players and spectators should be motivated toward established goals. 

5. All coaches should conduct themselves in a professional manner prior to, during 

and after and athletic contest.  Each coach should constantly strive to maintain 

compatible working relationships with all game officials. 

6. Purchase by a coach of items to be paid for by the athletic budget must have prior 

approval by the athletic coordinator and a PO issued.  Coaches may not charge 

any items to the athletic budget under any circumstances. 

7. Coaches are prohibited from accepting direct delivery of equipment from a 

vendor.  All items must go through the receiving center to the athletic 

coordinator.  Coaches may pick up equipment from the coordinator. 

8. All forms associated with the district’s athletic program are included in this 

handbook.  Become acquainted with these forms and complete and submit them 

appropriately. 

9. A concerted effort to retain practice and game uniforms should be pursued by the 

head coach in every program.  Students will not wear game and practice clothing 

except at the appropriate practice, contest or pep rally. 

10. Coaches and athletes will not participate in fundraising activities that involve 

door-to-door solicitation. 

11. Under no circumstances will a coach deliberately allow or seek to increase the 

score of any athletic event at the expense of the opponent.  

12. Non-participating students or non-students other than managers or trainers are 

prohibited from traveling with any team.  Injured players who cannot participate 

may travel out of town with the team thru principal prior approval.  Non-team 
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members are not covered by the bus insurance or the school district’s insurance 

and WISD cannot assume liability for them.  

13. Athletes will not be allowed in practice areas unsupervised by the coach assigned 

to that sport.  Athletes will be supervised in the dressing area before and after a 

practice or a contest by a coach until all students leave the dressing room.  The 

coach will be the last one to leave the dressing room after each practice/contest. 

14. Assistant coaches may be relieved of his/her duties by the head coach.  The head 

coach may recommend such action to the athletic coordinator and provide 

documentation of prior meetings with the coach in question, and the efforts made 

to correct the problem.  Keep in mind that poor documentation or delay in 

confronting the issue makes a solution more difficult to achieve. 

15. Coaches should make every attempt to secure reimbursement for all items that 

the students have lost, ruined or stolen.  This money must be turned in to the 

athletic office to be used for replacements.  

16. Each coach is expected to assist other programs when called upon by the 

administration.  This will apply most frequently during spring season.  Athletic 

coaches and physical education coaches not involved in spring sports will be 

required to assist with home high school, middle school track meets, powerlifting 

meets, etc….. 

17. It is each coach’s responsibility to monitor whether his/her athletes are living in 

the appropriate attendance zone.  Any coach who feels that a student athlete at 

another school in the district is living outside that school’s attendance zone 

should describe the situation in writing and provide that information to the 

athletic office for investigation. 

18. Coaches must use sound, acceptable teaching practices and run well-organized 

practice sessions. 

19. Coaches must complete pre-season planning in advance of the starting date. 

20.Coaches should adhere to a highly efficient and technically sound program of 

injury prevention.  When injuries do occur, follow a prescribed routine and 

maintain good communication with the patient, trainer, doctor and parents. 

21. Keep assistant coaches, student managers and statisticians well informed of 

expectations.  

22.Cooperate fully with maintenance staff, transportation people and other support 

personnel. 

23.The main reason for having athletic teams within the school is to provide 

opportunities for young people to develop their capabilities to the fullest. 

Development of positive attitudes is an important means of accomplishing this. 

All coaches must promote and teach only clean, aggressive and fair play while 

stressing good sportsmanship at all times.  Coaches must be the leaders and set 

the example. 

24.The coach’s primary responsibility is to the individual athlete.  The athlete’s 

family must be considered, not ignored, when making requests or voicing 

opinions. 

25. Coaches are frequent topics of conversation at various community gatherings.  A 

coach’s professional ability, as well as his/her reputation is constantly under 
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scrutiny.  The coach’s actions and statements should always reflect confidence 

and respect for WISD.  The coach can do much to develop and maintain 

confidence in the athletic program and in the school district. 

26.To be effective, a coach must be respected.  To be respected, good habits and 

appearance are important.  Most important is the example set by the coach. 

Being respected is much more important than being well liked.  Treat the faculty, 

the players and their parents, and all others with the same honor and respect you 

wish to receive.  Private, firm fair and constant discipline must be maintained.  

27. The coach should give support to all endorsed activities of the school.  The coach 

should urge the student body to be polite, courteous and fair to the visiting teams 

and their supporters. 

28.The head coach must always be in command.  Despite this position of authority, 

the wise head coach will encourage independent thought on the part of the staff. 

Human relations skills are an important tool, allowing for an open exchange of 

ideas in a courteous and thoughtful manner. 

29.  A wise head coach will praise the assistants and bestow recognition whenever 

possible.  Misunderstandings between coaches should be discussed as soon as 

possible, in an appropriate location away from the athletes and others spectators. 

30.The head coach expects all staff to contribute a full measure of time, effort, 

thought and energy to the program.  The assistant coaches must be willing and 

able to do things that they may not wish or like to do.  They must fulfill their 

responsibility to the head coach, the athletes and the sport. 

31. One must always keep in mind that his/her sport is not the only sport.  It is only 

part of the total athletic education program of the school.  Therefore, it is 

important to support, promote and cooperate with all other coaches and activity 

sponsors for the well being of the total program. 

32.A coach should support and serve fellow coaches whenever possible.  Remarks 

should reflect confidence in fellow coaches.  A strong, harmonious interpersonal 

relationship must exist among coaches and other faculty members. 

33. A coach is responsible for cooperating with every faculty member on the staff. If 

the coach cooperates with teachers of academic subjects by allowing an athlete to 

make up a test during practice time, he/she can be certain that cooperation and 

help will be returned two-fold in efforts by other faculty members to keep athletes 

eligible and to give that extra helping hand when the going gets tough. 

34.A coach should never cut a student from his/her team as a result of undeveloped 

skill level.  A student may be removed from a team by the head coach of that sport 

for disciplinary reasons.  However, when a student is removed, it should be done 

through the athletic coordinators office.  

35. Head coaches should make every effort to maintain good communication with 

Booster Club to help maintain contact with parents. 

36.A coach should not be absent from school on a game day, except on school 

business, and then appear at the competition that night.  It is important to set a 

good example for the athletes. 
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Coach’s Summary  

Role 
 

The coach must demonstrate and apply leadership, integrity, responsibility, self-control, 

knowledge of rules and regulations of the sport he/she is coaching, honesty and 

sportsmanship at all times, on and off the playing field/court.  It is necessary and 

important that the coach act in a responsible and professional manner at all times, 

because he/she represents the school, the community, the profession, the faculty, and 

the student body.  All coaches are expected to dress in an appropriate manner for 

practice and games.  This includes scouting trips, as well as non-competition 

tournaments.  Once again, remember that coaches represent our school district.  If you 

are in doubt of “appropriate dress”, ask around.  The coach must set a good example for 

the athletes he/she coaches. 

  

Coaches must always keep in mind that essentially the game belongs to the players.  The 

primary justification for including the athletic program in the total school curriculum is 

based on the fact that athletic participation provides both physical and character values. 

Student attainment of these values rests largely with the coaching profession. 

  

Coaching is an extension of the educational process. It is necessary for players, coaches, 

and officials to relate and “communicate” when there are concerns about a rule or 

regulation, or any matter concerning the welfare of all concerned. The coach must show 

respect, maintain proper bench conduct before, during and after the athletic contest, 

thereby assuring common courtesy and honesty when and if a problem arises. The coach 

is probably the most influential person on the court/field/ and his/her actions will 

determine the actions of others. 

 

Required Code of Ethics and 
Responsibilities  

 

In the coaching profession, the primary purpose of a code of ethics is to clarify and 

distinguish ethical and approved professional practices from those, which are 

detrimental and harmful.  The ethics code and responsibilities, which follow, are 

required behaviors, and as such are subject to sanctioning by UIL. 

  

Another purpose is to emphasize and confirm values of the athletic programs in schools 

across the nation.  Applied to the coaching profession, ethics will help develop a 
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standard of character in which the public has trust and confidence.  The success of the 

principles and standards emphasized in the code is dependent on those for whom they 

have been prepared– the secondary school coach. 

 
 
 
Ethics 
A high school coach assumes obligations and responsibilities to the game, players, and 

to one’s fellow coaches.  It is essential that members of the profession be constantly 

aware of these obligations and responsibilities so that the coaching profession will 

always remain an honorable calling.  Each member is to conduct him or herself in a 

manner to maintain the dignity and decency of the profession.  The coach should always 

be aware of the tremendous influence that he/she exerts for good or bad.  The coach 

should never place the value of victory above that of instilling the highest possible ideals 

and character traits in the players.  The safety and welfare of the players should always 

be uppermost in one’s mind and must never be sacrificed for personal prestige or glory. 

 

Therefore, as a professional educator, the coach must: 

A. Exemplify the highest moral character, behavior and leadership. 

B. Respect the integrity and personality of each athlete. 

C. Abide by the rules of the game in letter and in spirit. 

D. Respect the integrity and judgment of sports officials, never baiting or taunting 

an official in any way.  The head coach is responsible for all bench personnel, by 

rule. 

E. Demonstrate a mastery of, and continuing interest in, coaching principles and 

techniques through professional improvement. 

F. Encourage a respect for all athletics and their values. 

G. Display modesty in victory; graciousness in defeat. 

H. Promote ethical relationships among coaches. 

I. Fulfill responsibilities to provide health services and an environment free of 

safety hazards. 

J. Encourage the highest standards of conduct and scholastic achievement among 

all athletes. 

K. Seek to inculcate good health habits, including the establishment of sound 

training rules. 

L. Strive to develop in each athlete the qualities of leadership, initiative and good 

judgment. 

 

General Responsibilities  
1. Demonstrate sportsmanship at all times. 

2. Be responsible for the conduct of his/her players. 

3. Help in promoting good crowd decorum. 

4. Refrain from using profanity and physically abusive action. 

5. Refrain from making negative remarks to the news media. 

6. Have respect for the opponent; treat them as guests. 
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7. Educate the athletes as to rules and regulations of the game. 

8. Maintain proper conduct before, during and after contests. 

9. Inform his/her team of the responsibilities contained in this document.   

*** NOTE: The violation of any ethical standard or responsibility listed may subject that 

person to sanctioning by the supervisor, school district and / or UIL. 

 
Preventative Measures 
Before the Event: 

1. Read and know the rulebook.  Every head coach is expected to have their official 

rule book for their sport. 

2. An open communication network between coach and official must be maintained. 

3. Honesty is the best policy:  before the season, both coaches and officials must 

discuss grievances and opinions and exchange ideas and recommendations. 

4. Officials should be invited to practice sessions to review any new rule changes 

and go over general rules.  On the court/field demonstration is very important. 

5. Discussion sessions with athletes directed by the coach and official are very 

helpful.  Sportsmanship, rules and regulations, and respect must be the main 

focus. 

6. The athlete must be made aware of his/her role and responsibility.  He/she must 

show respect and courtesy towards officials and opponents.  This may be done via 

team and/or individual sessions with the coach.  

7. Officials need to feel they are welcome when they enter the gym.  The athletic 

director or gym supervisor should greet and welcome the officials. 

8. A panel of expert officials, chosen by the official’s association(s), is available in 

every UIL district to speak to any high school group regarding rules and 

regulations. 

 

Attempts to teach unsportsmanlike conduct have no place in the coaching profession. 

Any coach guilty of such teaching violates the basic purpose of high school athletics. 

The coach must set the example of winning without boasting and losing without 

bitterness. 

 

It is important that the coach’s conduct maintain the principles of integrity and dignity of 

the school, which employs him/her.  School policies and the athletic program should be 

adhered to both in letter and spirit. 

  

A coach should assume that all members of the coaching profession intend to follow the 

precepts set in the code of ethics.  Evidence of unethical conduct should be brought openly 

to the attention of the UIL through prescribed channels.  Sportswriters and sportscasters 

should not be used as an outlet for venting ill feelings toward other coaches, players, 

officials or schools. 

  

The essential elements in a code of ethics for WISD coaches are honesty and integrity. 

Coaches whose conduct reflects those two characteristics bring credit to the coaching 

profession, to their sport, their school and to themselves.  It is only through such conduct 
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that the profession can earn and maintain its rightful place in the educational program and 

make its full contribution to the school and to the community. 

  

One of the coach’s fundamental responsibilities must be to inspire the players to achieve 

academic success:  Not only to make good grades, but to secure a well-rounded high school 

education and graduate with the highest possible GPA.  To this end, the coach should be 

careful not to create situations where athletes are forced to choose between academic and 

athletic endeavors. 

  

The coach must remember that he/she is a living example for all boys and girls in the 

school’s community.  It is important that his/her actions and behavior at all times bring 

credit to the profession and to the coach. 

  

The coach should be thoroughly knowledgeable about the rules of the game.  Official 

rulebooks should be studied and reviewed.  The coach is primarily responsible for teaching 

and interpreting the rules to the players.  The letter and the spirit of the rules must be 

respected and observed by the coach.  Rules are made for the protection of the players and 

in the best interest of the game.  It is the coach’s responsibility to see they are observed. 

  

Officials must have the respect and support of the coaches and players if they are to do 

their job efficiently.  Public criticism of officials, players or the public is unethical.  Officials 

should always be treated in a courteous manner.  

  

The responsibility of coaches to media representatives is to provide them news about the 

team and the players.  The press should be treated with courtesy, honesty and respect. 

Coaches should stress the importance of ethical procedures when teaching their players 

how to conduct themselves on and off the field, as well as on out-of-town trips. 

  

The coach should not be an official party to the operation of the school's Booster Club. 

Such organizations can be of value to the school and the coach if they have proper 

objectives.  However, it is unethical for the coaches to use such groups to subvert 

administrative or school athletic constraints, or to encourage violation of established 

rules/regulations in order to strengthen any part of the athletic program.  It is unethical 

for coaches to make demands of any kind upon such organizations.  Any form of misuse of 

such power violates accepted standards. 

 

During the Event 
1. Improper bench control or unsportsmanlike conduct in any sport is 

unacceptable. 

2. The athletes’ demeanor and conduct is the coach’s responsibility. 

3. It is important that the coach assist in maintaining good crowd control.  His/her 

actions and mannerisms on the court/field are critical.  They may calm or excite a 

crowd 

 

After the Event  
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1. Coaches must never direct frustration over the outcome of the contest to officials, 

players, or spectators.  

2. It is good public relations for coaches to attend officials’ meetings and vice-versa. 

3. Write a letter of recommendation to the UIL when an official does and 

outstanding job. 

4. Refrain from making negative remarks to the news media; if a problem arises, 

use the UIL as the investigative body. 

5. There should be a meeting of officials and coach/administrator after a 

competition. 

6. A responsible person should ensure that officials are promptly admitted to the 

dressing area. 

 

Sanctions 
 

Prior to sanctioning, all incidents will be investigated thoroughly by UIL.  The following 

examples are serious enough to warrant immediate sanctioning:  a fight between 

opponents; flagrant fouls resulting in injury; a coach or player laying hands on an 

official; and a coach accruing three technical fouls in a game or being ejected from a 

game. 

 

Possible Sanctions  
 

Any sanction imposed will be based on the severity and negligence involved in each case, 

as determined by UIL.  Sanctions, which may be imposed, include, but are not limited 

to: 

1. Written reprimand by UIL; a subsequent offense could result in more severe 

penalties. 

2. Probation of the school and/or individual. 

3. Required appearance before the UIL Executive Committee for a sportsmanship 

review. 

4. Suspension of a school or individual from competition, including but not limited 

to: 

a. For one or more contests. 

b. From post-season play. 

c. From coaching duties for any part of a particular season. 

 

Suspension  
 
In addition to violations of the C & CR, UIL has the power, after a thorough 

investigation: 

1. To suspend a player or school for flagrant acts of unsportsmanlike conduct, 

assault and battery, or abusive language. 

2. To suspend players, fans, students and/or school employees and district officials 

if their actions at an activity reflects adversely on UIL. 
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a. No formal charges need to be made in the notice of suspension.  A specific 

statement of the reason for suspension is sufficient. 

b. Suspension by UIL may be appealed to a review board.  That decision may 

then be appealed to TEA 

UIL may suspend a school from participation in any or all activities endorsed by UIL, 

regardless of the specific activity where the event occurred, for one calendar year or any 

part thereof.  No UIL member school may contract with a suspended school to 

participate in any UIL activity.  

 

Undue Influence 
 
The member school principal has agreed to conduct his/her athletic activities according 

to the rules and regulations of UIL.  Where there is a question of undue influence, it is 

the duty of the campus principal to meet the question.  His/her students are ineligible 

unless he/she knows they are eligible. 

  

What constitutes undue influence?  The use of any of the following inducements may 

come under the rule: 

1. Offer/acceptance of money or other valuable consideration. 

2. Reduction or remission of regular tuition. 

3. Waiving the requirement of transfers according to district handbook/policies. 

4. Offer/acceptance of board, room or clothing. 

5. Offer/acceptance of remuneration for work in excess of amount regularly paid for 

such service.  

6. Free transportation. 
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Personnel 

Policies and 

Guidelines  
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Evaluation of Coaches  
 

All coaches will be evaluated annually.  The head coach of each sport will evaluate each 

assistant coach, and the athletic coordinator will evaluate each head coach.  In each 

case, the coach and evaluator will discuss the evaluation.  The original copy is to be 

turned in to the athletic coordinator to be placed in the coach’s file.  Coaches who coach 

more than one sport will be evaluated on his/her performance in each sport.  The 

purpose of these evaluations is to monitor and improve, when necessary, the instruction 

that the WISD athletes receive.  Other purpose of this evaluation are: 

 

1. To afford an opportunity to identify, recognize and praise quality coaching and 

instruction. 

2.   To create a climate to achieve individual improvement through job targets. 

3.  To provide information needed to make an objective assessment of the 

performance of a coach. 

4.  To identify factors which interfere with a coach’s overall contribution to the 

athletic program. 

5.  To assure that quality coaching is a responsibility shared by the entire coaching 

staff. 

 

The WISD Campus Athletic Coordinator will have the ultimate responsibility for 

contract recommendations for coaches.  It is the obligation of the athletic coordinator to 

work closely with the building principal in effecting these contract recommendations. 

  

Copies of the evaluation forms to be used for head coaches and assistant coaches follow. 

It is advisable that the head coaches, principals and the athletic coordinator review these 

evaluation forms on occasion to give them guidelines for their observations of coaches 

whom they will be evaluating at the end of the season.  
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Head Coach of Each Sport  
High School 

  
Job Description 

 

Specific Duties and Responsibilities:  

1. Submits eligibility lists of participants for the sport he/she is coaching.  Per UIL 

rules, this list should be complete and in the mail to the proper sources before his 

or her team competes against another school. 

2. Submits all information required by League officials. 

3. Obtains reports from the Principal on the eligibility of each player. 

4. Furnishes a traveling list of players and must receive approval of the Principal for 

the trip. 

5. Recommends to the Athletic Director the names of athletes who have earned 

athletic awards. 

6. Calls the campus Coordinator when a hazard exists where facilities are 

concerned. 

7. Stays with the participants until they have dressed and gone home.  Ensures that 

all facilities are securely locked before leaving and is responsible for security 

alarm systems for your sport.  

8. Confers with the campus Coordinator and the Principal if a player is to be 

dismissed from the program.  May call Athletic Director if deemed necessary for 

disciplinary reasons. 

9. Secures game officials, meets visiting teams, supplies visiting team needs, and 

takes care of any other requirements. 

10. Assumes responsibility for the proper care of all equipment used in his/her sport. 

An inventory of all equipment must be kept up to date and submitted to the 

Athletic Coordinator/Director within three weeks after season ends. 

11. Provides direction and assistance to middle school coaches to assure 

coordination and success in each sport. 

12. Sets a good example for athletes in manners, dress, conduct and character. 

13. Makes transportation requests at least two weeks prior to trip. Cancel any bus 

request when appropriate. 

14. Attends as many sub-varsity and middle school games as possible (especially in 

his/her program). 
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15. Cooperates with press and community organizations. 

16. Serves as director of any special events such as tournaments, which are given in 

his/her program at the high school level. 

17. Assists middle school coaches with organization o tournaments, meets, etc. 

18. Follows all U.I.L. rules and regulations to the letter. 

19. Assumes responsibilities for the proper care of injuries to players in his/her 

program. 

20.Visits any and all players in his/her program when hospitalized with injuries, etc. 

21. Assumes responsibilities for the discipline of all players under his/her 

supervision. 

22.Performs other duties from time to time that may be assigned by the Principal, 

campus Athletic Coordinator or Athletic Director. 

23.Must obtain permission to use facilities (gym, baseball, softball, football fields 

use and lighted practices) from the Athletic Director. 

24.Attends club meeting, booster club. 

25. Provides philosophy, defensive and offensive handbook to his/her coaches and 

Athletic Director. 

26.Ensures that all team schedules are uploaded and updated on the Rank One Sport 

Software website prior to start of the season. 
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Assistant Coach of Each Sport  
High School 

  
Job Description 

 

To perform any and all duties assigned by head coach or Athletic Director/Assistant 

Athletic Director to the best of his or her ability. 

 

1. Assists head coach 

2. Takes over in the absence of head coach 

3. Takes the initiative – DON’T WAIT TO BE TOLD 

4. Knows U.I.L. rules 

5. Supervision of Athletics 

6. Teaches type of offense, defense, terminology and drills used by head coach. 

7.  Assists in securing teach transportation 

8. Participates and cooperates with other members of the coaching staff, and is 

interested in providing leadership to every part of the Athletic program, as well as 

the total school program. 

9. Cooperates with community agencies and the press. 

10. Promotes the total athletic program. 

11. Sets a good example for athletes in manners, dress, conduct and character. 

12. Assumes responsibility for the proper care of injuries to players in his/her 

program. 

13.  Assumes responsibility for the discipline of all player under his/her supervision.  
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End of Season Responsibilities  
 

At the beginning of each season, it will be the responsibility of each head coach to conduct certain 

concluding activities to finalize the season.  Assistant coaches are obligated to help with these tasks, 

but the ultimate responsibility lies with the head coach.  

 

1. Equipment and uniform collection, care and storage 

a. It is the responsibility of all coaches to assure that all athletic equipment 

and uniforms are properly cared for and retained in the program.  Due to 

limited funds for athletics, each program must strive to get maximum 

usage from equipment.  This will be discussed further in the section of the 

handbook dealing with care of athletic equipment and facilities. 

2. End of season reports 

a. At the end of each season, the head coach of each sport must complete an 

End of Season Report form.  It is the responsibility of the coach to fill this 

report out accurately and completely and submit it to the athletic 

coordinator.  The purpose of this report is to provide information to be 

used in compiling an athletic report for the school year.  These reports will 

be added to a composite historical record of WISD athletics for both high 

school and middle school.  

3. List of letter award winners 

a. Each coach is responsible for turning in a list of the number of letters and 

certificates to be presented to his or her athletes for that season.  Coaches 

need to be aware that an athlete is only to receive one letter jacket during 

high school. 

4. Evaluation of assistants 

a. High school head coaches who have assistant coaches are asked to 

evaluate their assistant(s) at the end of the season.  This procedure is 

discussed in this handbook and copies of the evaluation forms are 

included.  

5. Equipment orders 

a. The head coach will be asked to put together a list of equipment two weeks 

after the completion of the season and uniforms needed for the following 

year.  The head coach of each sport is responsible for putting together an 

equipment/uniform order for all levels within his/her sport.  Orders 

submitted to the athletic office must be within the limits of the program’s 

budget as closely as possible.  
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Use of Athletic Equipment and 
Facilities  

 
Equipment purchased with WISD funds, or with funds raised by school or non-school 

groups such as the booster club, is the property of WISD.  Use of school equipment by 

non-school groups should not be allowed.  Such usage can result in damage to or loss of 

school equipment. 

  

Use of the WISD athletic facilities by school and non-school groups will be allowed only 

if the following procedures are followed:  

  

1. A Facility Use Agreement Form must be completely filled out by the organization. 

The form must be picked up from and returned to the athletic office.  

2. The athletic coordinator and athletic director, the principal, and the business 

office must approve usage. 

3. For school organizations, a school employee (sponsor/coach), a custodian and a 

security guard must be present.  The organization is responsible for the cost of 

security and custodial service. 

4. For non-school organizations, a security guard and a custodian must be present 

and must be paid for by the organization.  

5. The rental schedule and the WISD policies must be followed in charging 

non-school groups for the use of the facilities.  The schedule covers the cost of 

utilities and custodial services.  
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Care of Athletic Equipment 
and Facilities  

 
The WISD athletic programs operate on a limited budget.   Therefore, it is imperative 

that the equipment purchased for the athletic teams be well cared for to assure its 

usefulness as long as possible.  It is the responsibility of the head coach of each program 

to see that uniforms and equipment for his/her program are properly cared for: 

  

1. Check out equipment and uniforms the first of the season. 

2. Keep and maintain equipment checkout lists. 

3. Check equipment in at the end of the season, using checkout list to assure 

equipment and uniforms are returned. 

4. Charge for all equipment and uniforms not returned. 

5. Do not give uniform or uniform parts to players.  These belong to the school 

district and no employee has a legal right to give them away.  Furthermore, giving 

uniforms or equipment to players destroys their amateur standing. 

6. At the end of the season, equipment and uniforms must be properly cleaned and 

locked in storage. 

7.  A detailed inventory should be kept of all equipment and uniforms on hand.  

 

 

It is the responsibility of the coach to see that facilities used by his or her sport are 

properly maintained.  If repair or improvement of the facility is necessary, the coach 

should turn in a work order to the athletic office.  Requests for repairs or maintenance 

will be addressed based upon availability of materials, time and labor.  
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Department 

Policies  

 

Students  
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Drug and Alcohol Policy  
 

The WISD Athletic Department Drug Policy  

 

Arrests  
 
 
Citations or arrests on or off campus in regards to smoking, using/selling or possession              

of illegal drugs, drug paraphernalia, drinking alcoholic beverages, vandalism or any           

behavior which causes embarrassment of the team or Weslaco Independent School           

District may result in suspension or dismissal from the extracurricular program. Any            

member of extracurricular organization must notify the head coach, director or           

sponsoring staff member immediately upon any arrest of citation. Failure to notify the             

staff member responsible for the program may result in suspension or dismissal from             

the program.  

 

A conference will take place to include:  

Athletic Campus Coordinator, Principal, Head Coach (Sport) to determine outcome.  
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Athletic Discipline Policy  
 

Each head coach will establish, publish, and explain his/her disciplinary policies and            

make these policies known to all team members prior to the start of the practice season.                

All policies must first be submitted to the Principal and Athletic Coordinator for review              

and approval, and all disciplinary policies must include the WISD school board policy             

on the use of drugs and alcohol.  

 

Keeping in mind the individual disciplinary policies of each coach and each program,             

the following philosophy will apply. 

  

The severity of the offense should dictate the action taken. Minor offenses should be              

examined and explained by the coach to the students with a clear warning that a               

second offense may lead to further disciplinary action. This action should be            

appropriate in relation to the offense. Students dismissed or voluntarily quitting a            

team may not join another program during the same season without the pre             

approval of the two coaches involved. 

  

All parental calls to the principal or the Athletic Director regarding a concern or              

problem with a coach will first be referred to that particular coach. If the parent               

wishes to pursue the complaint beyond his/her discussion with the coach, then the             

parent may contact the Athletic Coordinator /Athletic Director. 

  

Realizing that each athletic program has different approaches to discipline, the           

district recognizes that there is a place in this handbook for the term “suspension.”              

An athlete may be placed on suspension if the offense committed is severe or if the                

athlete has repeatedly been in violation of team rules, without adequate effort to             

improve. Coaches must keep in mind that parents occasionally challenge the           

dismissal of his/her child from a team. The coach will have less trouble justifying the               

dismissal if he/she can verify the severity of the offense or that there have been               

reported offenses by the athlete. The dismissal form will be sent to the parents upon               

release of the child. Assistant coaches and documentation can be helpful in this             

respect. 

  

No assistant coach may dismiss a player without the prior approval of the head              

coach. Dismissal of any player should be reported right away to the principal or              

assistant principal and the Athletic Director.  
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The following philosophy can also be used: 

 

1. Behavior and appearance of an athlete is of great importance. Athletes should be             

leaders; they represent the school, parents, friends, coaches, teammates, and          

above all THEMSELVES. How they conduct themselves reflects on all who take            

pride in the school’s athletic department.  

 

2. Discipline— A student is not required to take part in athletics nor is it required               

for graduation. Therefore, athletics is a privilege, not a right. Since it is a              

privilege, when the high ideal and standards are violated, this privilege can be             

revoked. Athletes will look and act with PRIDE and DIGNITY.  

 

Conduct of Athletes 

a. Classroom Conduct 

i. Athletes will observe all disciplinary rules established for regulating         

and conduct of students in the school district. 

b.  On the Field Conduct 

i. Athletes will obey all instructions given by the coaches.         

Insubordination either in practice or in a contest will not be           

tolerated and will be followed by disciplinary action. 

ii. ii. Good sportsmanship is the backbone of an Athletic program and           

unsportsmanlike conduct will not be tolerated and appropriate        

disciplinary action will follow any such conduct. 

c.  Conduct on Trips 

i. Athletes will conduct themselves in accordance with coach’s        

instructions on all athletic trips. 

ii. The dress code of out school applies on all trips. 

 

Types of Disciplinary Actions  

1. Extra running and conditioning. 

2. Suspended from weeks from athletic contests. 

3. Suspend from Competition for 30 days (depends on severity) 

4. Suspend from Competition for 1 calendar year (depends on severity) 

5. Suspend from Competition for the remainder of their high school career.           

(depends on severity) 

 

Students disciplined by a suspension from competition may continue to practice. 

 

 

Due Process Action  

 

The use of drugs, tobacco, cigarettes, alcoholic beverages, skipping class or school or 

practice, profanity, and any other delinquency acts will be dealt with as follows: 
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1. 1st
 infraction- The coach for that athlete at the time of the infraction will handle 

the problem and assign appropriate disciplinary action. AC will be notified in 

writing. AC will notify parents of infraction and disciplinary action taken by 

coach in charge of that sport in writing.  

2. 2nd
 infraction- AC notified in writing. AC will request parent conference to be 

attended by the following: Coach, principal, parents, athlete, and AC. The 

infraction will be reviewed; appropriate disciplinary action will be taken. 

3. 3rd
 infraction- AC notified in writing. Athlete suspended from athletics for the 

remainder of the school year.  

The abuse of, possession of, or connection to marijuana, pills, glue or paint sniffing, and               

any other controlled substance not prescribed by a medical doctor will follow a due              

process as controlled substance of the school. This form of Misconduct will not be              

tolerated from student athletes during school time and or UIL sanctioned activities. The             

2018/2019 WISD Student Code of Conduct Manual will be implemented for           

Disciplinary action if deemed necessary by the Campus Principal and AC. 

 

An athlete with proper attitude will take coaching and constructive criticism without            

resentment. a poor attitude reduces an athlete's ability to help himself and his team. he               

must be prepared to accept responsibility, for a great deal will be expected of him. he                

must be willing to make sacrifices that the average student will not make.  

 

An athlete must be aware of the crowd with whom he associated. If he runs with a crowd                  

who drinks, smokes, or uses drugs, then guilty or not, he is going to be associated with                 

that group. 

 

 Citizenship 

a. Exemplary conduct, on and off the campus. 

b. Adherence to school and community rules. 

c. Respect for individuals and property. 

d. Appreciation for scholarships and academic achievement. 

e. Good sportsmanship and fair play. 

  

Team Responsibility 

a. Common goals and group loyalties 

b. Subordination of self-interest to them values. 

c. Self-discipline and personal sacrifice for team goals.  

 

Public Relations-Each coach is a representative of the Athletic Department and the 

teaching profession. It is the personal responsibility of a coach to maintain such 

relations with the faculty, parents, and general public, as to create a favorable picture of 

the athletic program. He or she should never hesitate to confer with parents on any 

problem involving their boy or girl. 
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Additional Disciplinary Action 
 

Behaviors that are identified by the Texas Education Code, Section 37.007, may also 

result in suspension or dismissal of a student from the extracurricular program.  These 

behaviors are identified in the Student-Parent Handbook and are listed as Category 

Offenses I, II, III and IV of the Code of Student Conduct and will apply to students while 

on or off the campus.  Students must remain aware that being a part of an 

extracurricular activity is considered an honor and a privilege and not a right. 

Therefore, it requires observance of all discipline policies whether or not a student is at 

school or school- related activities.  

 

The discipline consequences for violation of the Extracurricular Code of Conduct may 

include suspension or dismissal of the student from the extracurricular program.  Such 

actions shall be taken by coaches, directors or sponsors only after consultation with the 

campus athletic coordinator (where appropriate) and/or school administration.  
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Student Eligibility Policy  

 
The UIL eligibility requirements must be met for participation in WISD Athletics.  A 

copy of the UIL - TEA Side-By-Side is included in this document, and the full UIL C & 

CR is available on-line at: 

http://www.uiltexas.org/files/policy/2017-2018-full-constitution.pdf 

 

The following is a summary and interpretation of those requirements:  

 

1. General eligibility standards 

 

1.1. Your parents have signed the parent consent form stating there are no            

objections to your participation in athletic contests. 

1.2. You have filed a form with the school indicating you have passed a current              

physical examination. 

1.3. You are a regularly enrolled student in 7th, 8th, 9th, 10th, 11th or 12th grade. 

1.4. You do not become 19 years of age before September 1. 

1.5. You have not participated in more than 4 seasons, including the current            

season, in any sport grades 9 – 12. 

1.6. You have passed all subjects last grading period. 

1.7. You are an amateur, meaning you have never received –directly or           

indirectly – pay or financial benefit for participating in any athletic           

contest, never signed a contract or competed under a false name.  

1.8. You and your parents have a bona fide residence in the schools’ attendance             

area where you are attending school or you have established residence by            

attending your school for one year.  

1.9. You have not accepted cash or merchandise awards. Awards must be           

symbolic in nature, with no intrinsic value. 

 

The above are the basic eligibility standards cooperatively established by the schools to             

help insure that athletics are kept in their proper perspective in the total education              

experience.  

 

 

2. Eligibility – Academics 

The academic requirements for participation in interscholastic activities are as follows: 

 

2.1. A junior high athlete must have passed from one grade to the next. 

2.2. An incoming freshman must have passed from the 8th grade to the 9th             

grade. 

2.3. A sophomore must have earned 5 cumulative credits. 
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2.4. A junior must have earned 10 cumulative credits, or must have received 5             

credits the preceding year. 

2.5. A senior must have earned 15 cumulative credits, or must have received 5             

credits from the preceding year.  

2.6.  

3. Eligibility – Age 

3.1. 7th grade – must be less than 14 years old on August 31st
of the current                

school year. 

3.2. 8th grade – must be less than 15 years old on August 31st
of the current                

school year. 

3.3. 9th grade – must be less than 16 years old on August 31st
of the current                

school year. 

3.4. 9th through 12th – must be no older than 18 on August 31st
of the current                

school year. 

3.5.  

4. General Eligibility Rules 

According to UIL, students are eligible to represent their school in interscholastic            

activities if they: 

1. Have not graduated from high school; 

2. Are full-time students in the school, and have been in regular attendance            

at the school since the 6th day of the present school year, or have been in                

regular attendance for 15 or more calendar days before the contest or            

competition.  

3. Are in compliance with state law and rules of TEA. 

4. Are enrolled in a four year, normal program of high school courses, and             

initially enrolled in the 9th grade not more than 4 years ago nor in the 10th                

grade not more than 3 years ago. 

5. Were not recruited. 

6. Are not in violation of the awards rule, and 

7. Meet the specific eligibility requirements for academic, music and/or         

athletic competition. 
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UIL Player Ejection Policy 
 

Section 1208 (i) of the UIL Constitution and Contest Rules is amended and follows 

effective August 1, 2018.  

 

 

Player Ejection. 

 

Any player ejected from a contest is subject to an automatic penalty. The automatic 

penalty for such an ejections as follows: 

(A) Football. Ejected player misses the rest of the game in which they were 

ejected plus the first half of the following game. 

(B) Other Sports. Ejected player misses the rest of the game in which they were 

ejected plus all of the following game. Soccer Exception. This Section does not 

alter the current point penalty structure for soccer player ejections, as required 

by National Federation of State High School Associations soccer playing rules, 

that is outlined in the soccer coaches’ manual. 

(C) Appeals. The UIL Executive Director may develop a process for appealing 

student ejections. 

 
 

WISD Student-Athlete “Fight” During 
Athlete Contest 

WISD Student-Athlete “Fighting” during an athletic contest will result in disciplinary 

action as per student code of conduct.  

 

Additional consequences as follow: 

● Letter of apology to opponent school  

● Athletic Coordinator meeting with student involved. 

● Athletic Coordinator will have a conference with student and the team as a 

reminder of expected behaviors. 
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Physical Eligibility  

Athletic Insurance  
 

It is imperative that all athletes have a current physical examination and emergency 

information card on file.  The physical should be inspected to make sure that all pages 

are completely filled out and signed, especially by the parent or guardian. 

  

UIL rules state that a physical must be taken prior to the first year of participation in 

junior high athletics and prior to the first and third years of participation in high school 

athletics.  Additionally, any new student and any athlete who answered “yes” to 

questions # 1, 4, 5, 6, or 7 of the Medical History form will be required to obtain a 

physical prior to participation.  

  

The completed Medical History, General Eligibility and Acknowledgment of Rules forms 

must be completed and placed in the athlete’s file with the completed current physical 

form.  

  

A copy of each high school team roster must be turned in to the trainer prior to 

beginning official practices.  This is necessary to recheck that all required paperwork has 

been completed for every athlete.  At the middle school, each head coach is responsible 

for collecting and organizing all paperwork and providing it to the trainer. 

 

 

Athletic Insurance  

 

Insurance filing procedures 

1. Procedures for parents/guardians who have private insurance 

a. An accident claim form must be completed and turned in to the athletic             

trainer within 7 calendar days of the injury. The athlete must inform the             

trainer of the injury on the day of the injury. 

b. Parents are responsible for filing on their own insurance. The school will            

not file your personal insurance on your behalf. 

c. Any deductible, payments or other medical expenses (within the limits of           

the school insurance coverage) should be filed directly to the insurance           

company. 

d. A claim must be mailed to the insurance company within 90 days of the              

injury to insure payment.  

e. The athletic trainer will assist the parents in filing for school insurance            

coverage, but the parents are responsible to follow up all paperwork and            

other procedures in claiming coverage.  
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2. Procedures for families who do not have insurance 

a. An accident claim form must be completed and turned in to the athletic             

trainer within 7 calendar days of the injury. The athlete must inform the             

trainer of the injury on the day of the injury.  

b. Parents or guardians are responsible for all amounts owed after the school            

insurance has paid the designated benefit. 

c. The athletic trainer will assist the parents in filing for school insurance            

coverage, but the parents are responsible to follow up on all paperwork            

and other procedures in claiming coverage. 

 

Athletic Injuries 

1. Medical aspects and safety 

a. Responsibilities 

i. Athletic injuries will occur in interscholastic athletics at all levels          

regardless of the precautions taken. It is recommended that,         

whenever possible, all athletic games/practices be covered by a         

Licensed Athletic Trainer  

ii. When present, the trainer will be responsible for tending to all           

injured athletes and making the proper recommendation. 

iii. n the event the trainer is not present, the coach in charge of the              

activity is to assume the responsibility. He/she must be prepared to           

recognize and properly administer first aid or refer injuries to the           

appropriate medical personnel.  

iv. Coaching staff members should not overstep their authority and         

attempt to diagnose/treat an injury.  Athletes are bound to have 

v. Know what to do and what not to do. 

vi. It is the responsibility of the coach in charge of a team to have a               

complete first aid kit (including Emergency Medical Authorization        

forms for each athlete) in sanitary condition at every contest. 

vii. A stretcher should be immediately available during practices and         

games.  

 

b. Emergency procedures 

i. Check for consciousness and vital signs (pulse, respiration). If the          

athlete is unconscious, assume the possibility of spinal injury. 

ii. Look for abnormally displaced body parts. 

iii. Take appropriate steps to control excessive bleeding. 

iv. Minimize movement of the injured athlete. 

v. Keep the injured athlete warm (unless it is a heat related injury). 

vi. When there is any question as to the extent, seriousness or nature            

of the injury, seek professional help immediately. 

vii. Notify the parents of the injured athlete immediately.  

1. Parents should assume the responsibility of contacting the        

team or family physician for injury treatment. 
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2. For less serious injuries, the parents should provide        

transportation for necessary medical attention.  

3. For more serious injuries, call for emergency medical        

services (dial 911). 

viii. The athlete’s Emergency Medical Authorization card with complete        

emergency contact information should be carried with the first aid          

kit at all times. 

ix. If the parents are not available, a member of the coaching staff will             

accompany the athlete, taking the Emergency Medical       

authorization form and continuing to attempt to contact the         

parents. 

x. Notify parents of all noticeable injuries, illnesses, infections, etc.         

The parents should always make contact with the family physician 

c. Accident/injury report procedures 

i. Reporting procedures 

1. The trainer or coach will complete the Athletic Injury Report          

form immediately following each athletic injury or accident        

involving any student under their control during a practice         

or contest or while traveling to/from contests.  

2. The report shall be turned in to the trainer as soon as            

possible, but not later than the following morning.  

3. The trainer shall keep a log of all injuries in the training            

room. 

4. Coaches should follow up all injuries with personal contact         

with the parents.  

ii.  Return to participation 

1. Athletes who have been out of action because of illness or           

injury, and were under treatment by the trainer or a          

physician, must have a written statement allowing them to         

return to competition. 

 

d. Procedures on Prevention and Care of Injuries 

i. Appropriate policies should be set and opportunities provided for use of           

the training room by members of both sexes. The trainer shall set the             

guidelines for use of the training room and post a schedule of the             

assignment of student trainers to respective teams and training room          

duty.  

ii. The head coaches of the in-season sports shall work with the trainer to             

maintain cleanliness and order in the training room.  

iii. Rules and regulations covering the use of the training room should be            

conveyed to the athletes through their coach. 

iv. Supervision shall be provided for athletes utilizing the training room.          

Special caution should be exercised when athletes are using the whirlpool           

or any heat and electrical appliances. Trainers and coaches shall instruct           

athletes in proper use of the whirlpool before use. Athletes should not be             

permitted in the whirlpool without supervision. 
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Awards/Participation  

and Dismissal  
 

 

 

1. AWARDS – No coach shall have the authority to deny and athlete an award after               

it has been ordered, except for breach of conduct or an act of poor citizenship.               

The fact that a student decided he or she does not want to participate further in                

any sport does not constitute grounds for withholding an award. 

 

2. PARTICIPATION – Students will not be denied the privilege of participation in            

any sport because they do not want to participate in another (i.e., if students do               

not want to play football, they will not be denied the right to try out for, or                 

participate in another sport). However, if students quit a sport they will not be              

allowed to try out for any other sport until after the last game of that season in                 

the sport that they quit, unless an agreement is made between the head coaches              

to allow such. This rule also applies to a student expelled from a team for               

disciplinary reasons. Also, if the coaches involved and the principal feel that the             

reason for expulsion is of a very serious nature they may not allow the student to                

participate for a longer period of time.  

 

3. All students are to be encouraged to participate in as many sports as             

their interests and abilities will allow.  
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Athletic Lettering Policies 
 
Each coach is responsible for turning in a list of the number of letters, bars, insignias                

and certificates to be presented to his or her athletes for the season to the Athletic                

Coordinator’s Office. Middle school coaches need to coordinate this with their campus            

head coach. 

  

Coaches need to be aware that an athlete is only to receive one award for each level of                  

competition. If an athlete has already received an award in that sport, he/she can only               

be given an insignia. The only awards to be received more than once are bars and                

certificates. If an athlete has already received a letter in one sport, he/she cannot receive               

the same type of letter in another sport. He/she can only receive an insignia, a               

certificate, and possibly a bar if appropriate. A high school athlete can only receive one               

freshman letter, one sophomore letter, on J.V. letter, and one varsity letter. 

 

No student, after having fulfilled the requirements of that team, will be denied an award               

for reasons occurring after the conclusion of that sport season or for disciplinary reasons              

occurring during another sport season. No awards, medals, ribbons, etc., earned by a             

student, can be withheld from him/her for disciplinary reasons. 

  

Note: A Lettering policy for all sports is included in this handbook  
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Athletic Code of Conduct  
 

 

A firm and fair policy of enforcement is necessary to uphold the regulations and              

standards of the athletic department. The community, school administrators and the           

coaching staff feel strongly that high standards of conduct and citizenship are essential             

in maintaining a sound program of athletics. The welfare of the student transcends any              

other consideration. 

  

All athletes shall abide by the code of conduct, which will earn them the honor and                

respect that participation and competition in the interscholastic program affords. Any           

conduct that results in dishonor to the athlete, the team or the school will not be                

tolerated. Acts of unacceptable conduct, such as, but not limited to, theft, vandalism             

disrespect, immorality, or violations of law, tarnish the reputation of everyone           

associated with the athletic programs and will not be tolerated.  

 

1. Classroom conduct 

a. WISD student athletes will observe all disciplinary rules established for          

regulating the conduct of students in our schools.  

b. Any athlete suspended from school will be ineligible to participate in           

his/her teams next competition following the student’s return to school. 

2.  On the Field/Court Conduct 

a. Athletes will obey all instructions given them by coaches and officials.           

Insubordination on the practice or game field/court will not be tolerated           

and will be cause for disciplinary action. 

b. Good sportsmanship is the essence of any athletic program.         

Unsportsmanlike conduct will not be tolerated in the athletic program.          

Fighting in practice or on the playing field/court, disrespect for officials, or            

public displays of temper constitute unsportsmanlike acts. Appropriate        

disciplinary action will be taken upon occurrence of such acts. 

3.  Conduct on Trips 
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a. Athletes will conduct themselves in accordance with the coach’s         

instructions on all trips. Insubordination will not be allowed. Failure to           

obey a coach’s instructions will result in disciplinary action.  

b. Each head coach will establish dress codes. Student dress should be           

appropriate for the activity, as determined by the head coach.  

4.  Training Rules 

a. Physical conditioning is necessary to insure the success of an athletic           

program. 

b. All athletes must follow certain basic training rules. 

i. The use of tobacco in any form by any athlete is prohibited. 

ii. The consumption of alcoholic beverages of any kind, variety, or          

description (including beer, liquor, wine, malt liquor, ale, coolers,         

or mixed drinks) by any athlete is prohibited. 

iii. The consumption of any illegal drug, prescription drug or         

controlled substance without the supervision of a doctor is         

prohibited. Any drug listed as a controlled substance by the Texas           

Controlled Substance Act is prohibited. Proper use of any drug is           

always, and only, under the supervision of a doctor. 

iv. Athletes must obey any Weslaco city curfew regulations. Coaches         

will advise their athletes as to curfew times for specific sports. All            

athletes should get 9 hours of sleep each night. 

v. Training rules are to be followed 24 hours a day, 365 days a year.  

5.  Types of Disciplinary Action 

a. Extra work, as directed by the coach. 

b. Suspension from the athletic program for weeks depending of the severity. 

c. Expulsion from the athletic program for ant entire school year depending           

on the severity of the offense. 

d. Expulsion from the athletic program for the remainder of their high school            

career depending on the frequency and severity of the offense. 
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Electronic Communication   
Social networking websites and electronic communication:  Maintaining a higher 

standard of conduct will also include ensuring that Weslaco Independent School District 

extracurricular participants personal electronic communication is appropriate.  The 

internet is a worldwide, publicly accessible form of communication.  Any 

communication including, but not limited to, Twitter, Facebook, Instagram, SnapChat, 

Photo Sharing, inappropriate texting that is published or appearing on the internet is 

public domain even if it is marked private.  Extracurricular participants are responsible 

for texting and electronic communications on the internet through their personal 

websites as well as postings on other students websites.  The areas of appropriateness 

will include, but not limited to, language (abbreviated or alluding to negative, lewd, 

vulgar or obscene comments about any individuals), pictures, suggestive poses, clothing, 

and reference to alcohol, drugs and tobacco.  Communication on the internet or by 

electronic means by extracurricular participants that are published and as a result cause 

disruption or damage to the school districts property at Weslaco ISD or another school 

district are also inappropriate. 

 

Any member of the Weslaco ISD extracurricular program who is involved in 

inappropriate, disruptive, negative, lewd, obscene, or sexual pictures, comments or 

statuses on any social network such as, but not limited to,  Twitter, Facebook, 

Instagram, SnapChat,  may result in suspension or dismissal form the extracurricular 

program.   
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Student Awards Standards 
 

BASEBALL 

 

1. Participate in 3/5 of the scheduled games. 

2. Pitchers - participate in 1/3 of the games. 

3. Finish the season. 

4. Coach’s recommendation 

  

BASKETBALL - GIRLS AND BOYS 

  

1. Play in 20 quarters. 

2. Play in 8 district games. 

3. Finish the season. 

4. Coach’s recommendation. 

  

CROSS COUNTRY - GIRLS AND BOYS 

  

1. Participate in the district meet. 

2. Coach’s recommendation. 

  

FOOTBALL 

  

1. Participate in ¼ of all possible regular season playing periods.  

2. Participate in ¼ of all possible regular season playing periods prior to a season 

ending injury. 

3. Finish the season 

4. Coach’s recommendation 

 

NOTE:  A senior athlete or other special situation participant who does not play ¼ of 

the quarters, but makes a significant contribution to the team may letter at the 

discretion of the head coach. 

  

 

WISD Athletics     61 



 

GOLF - GIRLS AND BOYS 

  

1. Complete the season. 

2. Compete in ¼ of the tournaments. 

3. Coach’s recommendation. 

  

SOCCER - GIRLS AND BOYS 

  

1. Play in ½ of the regular season games. 

2. Finish the season. 

3. Coach’s recommendation. 

  

SOFTBALL 

  

1. Participate in 3/5 of the scheduled games. 

2. Pitchers – participate in 1/3 of the games. 

3. Finish the season. 

4. Coach’s recommendation. 

 

SWIMMING - GIRLS AND BOYS 

  

1. Participate in ¾ of the meets. 

2. Attend and participate in 95% of the practices. 

3. Score in the top 6 at district meets. 

4. Finish the season. 

5. Coach’s recommendation. 

  

TENNIS – GIRLS AND BOYS 

  

1. Play in 2/3 of dual matches. 

2. Play in the district meet. 

3. Play in 2 tournaments. 

WISD Athletics     62 



 

4. Finish the season. 

5. Coach’s recommendation. 

  

TRACK – GIRLS AND BOYS 

  

1. Score at least 14 points in regularly scheduled meets. 

2. Score 1 or more points in the district meet. 

3. Finish the season. 

4. Coach’s recommendation 

  

VOLLEYBALL 

  

1. Athletes must have participated in ¼ of all games (not matches). 

2. Athletes who become ineligible, quit, and fail to regain eligibility, or those 

dismissed from the team will not letter. 

3. A senior who contributes to the success of the program at the varsity level may 

letter at the coach’s discretion. 

  

POWER LIFTING 

  

1. Participate in ¾ of the meets. 

2. Attend and participate in 95% of the practices. 

3. Finish the season. 

4. Coach’s recommendation. 

  

WRESTLING 

  

1. Participate in ¾ of the meets. 

2. Attend and participate in 95% of the practices. 

3. Finish the season. 

4. Coach’s recommendation. 

 

 

**NOTE:  A senior athlete or other special situation participant who does not meet the 

requirements of competition, but makes a significant contribution to the team may 

letter at the discretion of the head coach.  
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Roles and Responsibilities  
 

 

Athlete’s Role 

 

Participation in athletics is a privilege, not a right.  Athletes are members of a team and 

have responsibilities to the team.  Good team members put the desires and needs of the 

team in front of their own personal needs.  Any athlete should conduct himself/herself 

in an appropriate manner at all times.  Players are encouraged to discuss any aspect of 

their role on the team with their coach.  All participants accept the rules and regulations 

published in the various activities handbook.  

  

 

Parent’s Role 

  

Parents should also keep in mind that participation is a privilege. The primary role of               

the parent is to support the athlete in his/her effort to participate. Participation puts              

many demands upon family life. Parental support for the overall program is extremely             

important. There is Booster Club that parents are encouraged to join. Parents are             

encouraged to contact coaches to discuss matters pertaining to athletics. Parents agree            

to accept the published rules of conduct for each individual activity/sport.  

  

 

 Coach’s Role 

  

Coaches are professional educators with a background in athletics. There are many            

demands placed upon a coach’s time. Coaches must always understand that their            

primary role is to provide an appropriate environment for athletes to achieve success.             

They should always provide fair and impartial evaluations of all team members. Head             

coaches will make all decisions as they direct their team. These areas include, but are               

not limited to, determining playing time, positioning of players, and lettering policies.            

Coaches will discuss individual athletes only with the athlete’s parents. Coaches should            

always arrange appropriate meetings. Coaches will publish specific codes of conduct           

and explain these to all participants and their parents. 
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General Athletic 

Policies  

 

Staff  
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Transportation Policies 
 

Coaches are expected to use good judgment when planning arrival times at contests on 

the road.  Furthermore, student athletes are not to be dismissed from class before a 

home game or before a road trip any earlier than is absolutely necessary to get them 

prepared.   TEA restricts on the number of absences a student is allowed for 

participation in extracurricular activities have made this a crucial consideration. 

Furthermore, WISD philosophy is to promote both athletics and academics, and avoid 

conflicts between the two.  

 

PRE-TRAVEL FORMS 

 

The head coach is responsible for the transportation for all levels of his/her program. 

All transportation requests (see attached sample form) must be turned in to the athletic 

office 10 days prior to the scheduled travel date.  The athletic coordinator and the 

principal will review the requests.  If the departure time appears to be too early, the 

coach may be asked to justify it.  

 

PLAYER LIMITATIONS 

 

The number of players to be transported to an athletic contest cannot exceed the 

number necessary for the contest.  It is expected that coaches take starters, substitutes, 

assistant coaches, trainer, student managers and cameramen who will fill a necessary 

role.  

 

Only official members of the team are allowed to make the trip.  The bus insurance 

covers only those individuals who serve an official function on the team or are district 

employees.  Therefore, the following will NOT be allowed to travel with the team: 

1. Friends of team members or coaches. 

2. Parents, children or other relatives of team members or coaches. 

 

On occasion, it may be necessary that cheerleaders travel on a bus with a team. 

However, this will only be done if there is room and if adequate supervision is available.  

 

GENERAL TRANSPORTATION GUIDELINES 

 

Coaches should send a copy of the pre-travel request to the athletic office at least 10 

days prior to the scheduled travel date.  Make sure the request specifies the departure 
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time.  To guarantee proper arrangements are made, the coach should call the 

transportation department a few days prior to the trip.  The driver should arrive 30 

minutes prior to the departure time.  If the bus is late, the coach should call the 

transportation director. 

 

On each trip, there will be a brief inspection of the bus prior to departure and again as 

the trip is concluded.  The driver will usually provide a trash bag at the end of the trip. 

The team will be required to pick up all trash and deposit in the bag before leaving the 

bus.  The inspection is to be made by the bus driver and the coach or an assistant coach. 

The coach and the driver should assure that the bus is clean and in proper condition at 

the time of the inspection.  

 

The coach is responsible for discipline of his/her team when traveling.  Students are 

required to stay in seats and keep noise to a minimum.  The driver must be allowed to 

concentrate on driving safely.  This becomes difficult if passengers are moving about 

and making excessive noise.  If permitted by the coach, headsets will be required for 

personal music. 

 

Trained drivers are employed and are expected to return the team as near as possible to 

the prearranged time.  If the team experiences any appreciable delay, the coach should 

notify the principal or the athletic coordinator so the parents waiting to pick up children 

can be informed.  

 

It is the obligation of the coach in charge to get his/her team showered, dressed and 

loaded on the bus as soon as possible in order to prevent delays in returning to Weslaco. 

 

In case of impending inclement weather, the athletic coordinator and/or principal will 

determine whether the team departs, returns, remains at home, or stays at the contest 

site for an additional length of time.  

 

All student athletes will travel to and from the contest with the team.  The 

coach may release the student to his/her parent/guardian at the contest site after the 

contest, only upon visual contact with the parent/guardian and upon prior approval 

from the Campus Principal.  If the student tells the coach his/her parent or guardian is 

at the contest site and will provide transportation home, and the coach releases the 

athlete who then leaves with someone other than a parent/guardian, then the coach can 

be held negligent and liable for anything which might befall the student. 

 

Under any circumstances, in the interest of team unity it is best to require all athletes to 

return with the group.  A reasonable exception is when the athlete’s family is continuing 

to another destination (other than Weslaco) after the event.  In such a case, it would be 

prudent for the parents to provide the coach with this information in writing prior to the 

departure for the event thus require principal approval.  
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Specific meals and lodging, as requested by the coach will be given first priority, but the 

final determination as to where teams eat and stay will be made by the athletic 

coordinator.  Be advised that Pre-Game meals are permitted if funded by 

programs activity account.   With Athletic Director pre-approval; Pre-Game 

meals may be funded by WISD Athletic Department. 

 

After a travel voucher has been submitted and approved; A PO originating from the 

athletic office will pay for all expenses, meals, lodging, etc.  The coach in charge of meals 

and/or lodging is responsible for decreasing the number of rooms or meals from the 

original total if fewer athletes make the trip.  It is expected that room assignments be 

made prior to trip by the head coach and that 4 student athletes be assigned per room. 

Only coaches, players and managers/trainers may eat on this PO.  The respective coach 

must promptly return this copy of the PO along with the billing receipt to the athletic 

office the first day back at school.  This is essential in the bill payment by the athletic 

office. 

 

If there are any changes in plans involving transportation, lodging, and/or meals, the 

coach should exercise all measure to assure that there are no undue charges and that a 

bus does not arrive without a team to meet.  
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Coach’s Reminders  
 

 

 

❏ Need to call for cancellations 

 

❏ Need to turn in Suburban requisitions on time (2 weeks prior to 

event) 

 

❏ It is important that coaches call and confirm bus requests to ensure 

that there are no discrepancies 

 

❏ (Very Important) trip cards must be signed and ensure to specify time 

of arrival back to school after the event 

 

❏ Coaches are not allowed to handle the two way radios 

 

❏ Ensure that all equipment is completely cleared from the bus 

 

❏ Transportation is not responsible for any equipment left behind 

 

❏ During tournament play, inform transportation services of any 

scheduling changes 

 

❏ Athletic Office will review all hotel reservations and will make 

necessary changes deemed necessary.  

 

❏ Hotel allowance per room will be limited to $150.00/ room/ night  
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Ten-Point Narrative  
 

Overnight Trip Request  
 

 

When a coach needs to obtain permission to take a team on an overnight trip in order to 

participate in an athletic event, a ten-point narrative must be prepared.  It should 

include the following: 

 

1. Name of the group or organization involved. 

2. Purpose of the trip; attach brochures, invitation, etc.  . 

3. Itinerary for the trip. 

4. Number of students who will take the trip and how they were chosen; include a               

roster of students making the trip. 

5. Mode of travel. 

6. Expense of travel and any required accommodations or fees, as well as proposed             

source of funds. 

7. Names of teachers, chaperones, etc. who will accompany the student group. 

8. Statement that the students’ parents have signed or will sign permission slips for             

them to make the trip.  

9. Any other pertinent comments in support of the proposed travel. 

10. Must be submitted approximately one month in advance in order to be            

placed on the board agenda and receive approval.  

 

Be advised that overnight trips require BOARD Approval therefore 10 Point Narratives            

must be submitted a minimum of 1 month prior to the event taking place. 
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Post - Trip Receipts/Meal 
Allowance  

 

 

 

Upon return form any trip where athletes have been provided meals, the coach must 

submit the very next day a sales receipt for the post game meal.  It is necessary that the 

following information be included: 

  

1. Attach a roster of the athletes, managers, etc that traveled 

2. Attach a page with the appropriate receipts secured neatly. 

3. Submit a copy of the tournament invitation letter (necessary if team attended a 

tournament). 

4. Attach a copy of the travel voucher 

5. In the case of an overnight stay, submit copy of the hotel receipt/ invoice. 

6. Submit gas cards with receipts if school vehicle is utilized for trip 

  

  

Meal allowance per student for School UIL Sanctioned trips: 

  

Rio Grande Valley: High School  

1. $7.00 /student 

 

Middle School Athletics:  

$6.00 / Student  

 

Out of Valley Trips: 

1. Breakfast – $6.00/ student 

2. Lunch – $8.00/ student 

3. Dinner – $10.00/ student 
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Travel Procedures for Coaches 
 

Occasionally, coaches will be required or permitted to make trips which do not include 

students but are athletic in nature.  Examples would be scouting trips, clinics, and trips 

to district, regional or state meetings.  These may require the use of the coach’s private 

vehicle and may also require the overnight stay.  

  

In order to acquire expense money for such trips, the coach must complete the proper 

paperwork (no exceptions).  Prior to the trip, the coach must complete and turn in to 

the athletic office a travel form.  This should be turned in at least three (3) weeks in 

advance.  The total days requested, mileage to and from the site, the name and purpose 

of the event, the itinerary and any other pertinent information should be included.  If 

possible, attach the brochure or invitation.  Be sure to sign the request.  Approval will be 

based upon priority of the event and funds available. 

  

It is also the coach’s responsibility to seek principal’s approval and complete any 

paperwork required by the campus to secure a substitute. 

  

  

The office of the Athletic Director will have the final approval as to the amount of 

conference(s) a coach may be allowed to attend.  All programs will be afforded an 

allowance of $250.00/conference for their respective sport along with 2 assistant 

coaches (No exceptions).  A travel voucher must be approved prior to traveling by their 

respective campus principal, athletic coordinator as well as the athletic director’s office. 

All conference arrangements must be done by the coach.  Post-trip reimbursement will 

be handled by the office of the athletic director not to exceed 250.00/ coach. 

  

The office of the Athletic Director will continue to promote RGV clinics by assisting with 

registration only as well as the THSCA/THSGCA conferences solely based on funding 

available.  
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Student-Athlete Overnight 
Travel Procedures  

 
● Provide High School Principal and Athletic Director with initianary to include 

hotel information and emergency contact (Athletic Coordinator/AD contact  

● Establish rules and responsibilities for all WISD Staff for the purpose of 

monitoring rooms 

○ Establish a curfew for all student-athletes 

○ Coaches are to check all rooms to make sure student-athletes are in their 

correct room before curfew 

● Students safety is of utmost importance at all times 

● Absolutely no swimming is allowed for student-athletes and staff 

● Absolutely no alcohol (no exceptions)  

● 4 Student-Athletes per room (same gender)  

● 3-4 Coaches per room (same gender)  

● Student-Athletes not allowed to come home with parents unless prior approval is 

granted in writing from campus principal 

● Coach/spouse sharing a room is not allowed 

● Report any emergency/occurrence to campus principal/athletic coordinator 

immediately 

● Male and or female chaperones needed for student supervision must be pre 

approved by campus principal.  No paraprofessionals are allowed to chaperone 

● Coaches are to communicate with hotel services to block all long distance 

telephone use and options to purchase PPV and video games 

● Coaches are to collect cell phones prior to curfew (no exceptions)  

● Coaches must be defensive driving certified  

● School vehicle needs to be returned clean and report any vehicle malfunction 
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Hotel Occupancy Tax 
Exemption Certification  

 

 

PURPOSE: 

  

This form is to be completed whenever anyone travels out of town on behalf of the                

school district. This form is used to claim an exemption from paying the state portion of                

hotel occupancy taxes. This exemption is valid only in Texas. City hotel occupancy             

taxes are not exempted.  

  

  

DESCRIPTION: 

  

1. The form must include the district’s name and address. 

  

2. The name and address of the hotel/motel may be filled in at registration. 

 

3. You are eligible to claim an exemption only if the trip is for educational/job              

related purposes. 

  

  

IMPORTANT!! 

This form must be signed by the business office. 

  

  

REMINDERS: 

  

Copies of the exemption certificate may be obtained from the athletic office or the              

business office. 

  

Make reservations with ample time to allow for the best possible rate 

  

  

HOTEL OCCUPANCY: 
  

●  4 students per room 

●  3-4 Coaches per room  

 

 

 

WISD Athletics     74 



 

 

Scheduling Policies  
 

 

The following are guidelines for scheduling athletic events at the high school and middle              

schools: 

  

 

HIGH SCHOOL 

 

1. UIL and or District obligations take first priority. 

2. Financial consideration is essential in the construction of all schedules. 

3. The coaches will confer with the athletic coordinator for suggestions when 

conflicts arise. 

 

 

 

 

 

 

 

 

 

 

 

MIDDLE SCHOOLS 

  

1. Obligations to the district schools will have first priority. 

2. Financial consideration is essential in the construction of all schedules. 

3. Schedules will be in accordance with the UIL district agreement. 

4. No contests shall be scheduled after 9:00 PM or at any unreasonable time. 
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Athletic Event Workers  

 
GATE/GAME WORKERS 

  

At the high school level, the selection and assignment of gate and game workers for               

revenue sports is the responsibility of the athletic coordinator and/or his designee. The             

athletic office will be responsible for preparing the boxes for the gate, and for the               

collection and deposit of all gate receipts for all high school sports. 

  

Under no circumstances are post game money boxes allowed to leave the campus or site.               

It is the responsibility of the Athletic Coordinator to make arrangements to ensure the              

money box(s) are properly secured after events. 

  

At the middle school level, the building principal or designee will be responsible for              

selecting and assigning game workers, for providing money boxes, and for the collection             

of gate receipts. A verified, completed game report and the monies must be submitted              

to the athletic office the following working day.  

  

PAYMENT OF WORKERS 

  

Game workers will be paid once all paperwork is turned in to the athletic office and                

reviewed.  The athletic office will then submit PO’s to the business office. 
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Publicity, Booster Club  

and Fundraising  
 

Publicity is essential for a successful athletic program.  It is crucial that supporters within the 

community be given the opportunity to stay informed about how the local teams are doing.  The 

newspaper, radio and TV stations have become committed to reporting about local athletic 

teams.  However, none of these media have enough reporters to cover every contest which takes 

place within WISD locally or on the road.  Therefore, it is imperative that coaches report game 

information to the media immediately following the contest.  

  

After out of town games or home games at which reporters are not in attendance, the coach is 

required to call or deliver results to the newspaper, and if possible, to the radio and TV stations.  

  

ATHLETIC BOOSTER CLUB 

  

The Booster Clubs serve a very useful purpose.  They can be very effective at raising funds to 

supplement the budget for teams.  They can fill an equally important role as a support group 

providing workers for activities that promote the team.  However, booster club members must 

be encouraged to remember that their role is one of a support group, not a coach.  They must 

remember that the coach has been hired to manage the team, and any interference with this 

function will not be well received by the school district. 

  

The athletic coordinator will consult with the booster club to help them coordinate their 

activities so they do not conflict with other scheduled athletic activities.  Because the building 

principal and the athletic coordinator are responsible for extracurricular activities, they must be 

fully informed of booster club activities.  

  

FUND RAISING 

  

Fund raising by coaches, teams and booster groups must conform to school board policy. 

Raffles and door-to-door selling are prohibited for students and staff.  Booster clubs may 

conduct raffles so long as no related activities (distribution of tickets, sale of tickets, drawing for 

winners) take place on school property.  Prior to submitting a fundraising plan to the campus 

principal for approval, it must be discussed with the athletic coordinator to assure a policy is not 

being unknowingly violated.  Monies from fundraising must be deposited 

  

Any funds raised by student organizations or any funds donated to a school group must be 

deposited in a school activity account, to provide for an audit trail and to protect the coach 

against possible accusations of misuse of funds. 
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Financial Policies 

and  

Procedures  
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Current Inventory  

Needs List  
PURPOSE:  

This inventory form must be submitted to the athletic office two (2) weeks after your 

season is over.  Be sure to include all necessary items on these inventory sheets. 

  

Procedures for Purchase of 
Athletic Equipment  

 

The athletic department is responsible for the purchase of athletic equipment and 

supplies.  Therefore, all such purchases which are paid for by Weslaco I.S.D. must be 

made through the Athletic Director.  It must be emphasized that the athletic office is 

responsible for the management of the athletic budget, and therefore any purchases to 

be paid for out of that budget MUST be approved in advance by the athletic coordinator 

and the campus principal.  Purchases made without prior approval will result in a 

refusal to pay, leaving the individual liable for the expenses incurred.  

  

The athletic coordinator will give each head coach a budget allotment for the year.  The 

head coach is responsible for determining how that allotment will be spent during that 

school year. 

  

At the end of the fall sports season, head coaches of fall sports will be asked to turn in 

equipment orders for the fall sports.  During the month of March, orders will be turned 

in for winter and spring sports.  

  

These equipment orders and a request for bid from vendors will be sent by the athletic 

coordinator through the purchasing department.  A bid opening date will be set.  Upon 

selection of the low bids, head coaches will meet with the athletic coordinator to discuss 

products and vendors selected from the bids submitted.  If the orders submitted by 

coaches exceed their allotment, they will be asked to reduce their order appropriately. 

The equipment orders will then be submitted for approval by the Board of Education. 

Upon their approval, the athletic office will prepare the Purchase Orders. 
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Bid Quotations 
 

 

PURPOSE 

 

In order to have your preferred vendor placed on the Approved Vendors List, be sure to                

fill out a “Bid Quotation Sheet” when requesting quotes from vendors (must use official              

WISD quotation form). 

  

After filling out the bid quotation sheet, select the best price and vendor, and circle the                

price. Although we may be getting a 10%15% or 18% discount from a vendor, always try                

to find out the discount “off what price?” Is the discount off the retail price, list price or                  

what?  After this has been done, select the best price. 

  

Be sure to fill out the form completely (typed) and do not forget to sign it. 
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Business Documents  
and Forms 

 
● Vendor Quote Sheet  

● Add New Vendor Form  

● HEB Authorization Form  

● Justification Form  

● Payment Request Form  

● Sales Tax Exemption Form  

● Sole Source Affidavit Form  

● Verification of Service Rendered  

● W-9 Form and Instructions 

● W-9 Instructions 

● Requisition and Backup 

●  
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