
 
 

  



 
 

 

**REQUIRED INFORMATION FOR ALL COACHES** 
It is the responsibility of all coaches to read and understand the following: 

1. All policies and procedures set by BERKELEY COUNTY SCHOOLS. 
2. All information in the BERKELEY COUNTY SCHOOLS ATHLETIC HANDBOOK.  
3. All information in the BERKELEY COUNTY SCHOOLS STUDENT AND PARENT ATHLETIC HANDBOOK. 
4. All policies and procedures set by your SCHOOL. 
5. All rules and regulations set by the WVSSAC. 
6. All information provided in the WVSSAC Coaches Packets (these packets can be found online at the 

WVSSAC website). 
7. All information provided in the “WVSSAC Interscholastic” (this information can be found online at the 

WVSSAC website). 
8. All rules and regulations set by the National Federation of High Schools for your sport. 
9. All legal duties of a coach and take precautions against any negligence. 
10. All coaches (Certified / paid and non-paid), need to complete a registration for each sport season through 

the FamilyID.com website.  The link is private and will be sent to each coach’s email after April 1 of each 
school year.  The forms and requirements need to be completed before the first day of practice for each 
sport season.  Coaches may register and complete multiple sports at the same time. 

 
If coaches have any questions or concerns about a policy, procedure, rule or regulation from any of the above 
organizations, they should contact their principal or athletic director for interpretation. 
 
Coaches have the responsibility of informing student/athletes and parents of any information that could affect 
their eligibility to compete. 
 
Above information can be found: 

1. Berkeley County Schools Policy Manual can be found online at berkeleycountyschools.org 
2. Berkeley County Schools Athletic Handbook and Berkeley County Schools Student and Parent Athletic 

Handbook can be found online at berkeleycountyschools.org 
3. Contact your principal or athletic director for school student handbooks. 
4. WVSSAC Rules and Regulations Handbook can be found online by going to berkeleycountyschools.org -> 

WV Department of Ed -> State Board -> Policies -> West Virginia Secondary Schools Activities 
Commission Policies. 

5. WVSSAC Coaches Packets can be found online at wvssac.org -> Sports and Schedules. 
6. “WVSSAC Interscholastic” can be found online at wvssac.org -> The Interscholastic. 
7. All Head Coaches should receive a copy of the National Federation of High Schools Rulebook for your 

sport.  If you do not have a copy, contact your athletic director/game manager to assist in getting a 
rulebook. 

8. Legal duties of a coach are listed in the Berkeley County Schools Athletic Handbook. 

**Note:  In middle schools, game managers will assume duties as high school athletic directors. 
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Berkeley County ATHLETIC PHILOSOPHY 

 The athletic program should be an integral part of the educational process.  The goal of 
Berkeley County athletics is to promote a greater desire in our student body and community to 
take an active part in our sports program either as participants or spectators. 

 Our aim is to develop highly competitive athletics, but not to lose sight of the 
educational values such as sportsmanship, healthy attitudes and scholastic attainment.  The 
athletic program should be considered as part of the curriculum and aid in promoting school 
morale. 

 It is our aim to provide for both boys and girls at the secondary level.  We will try to 
provide a variety of sports on all levels so as to meet the needs of our student body and 
community. 

Discrimination Prohibited 

As required by Federal laws and regulations, the Berkeley County Board of Education does not 
discriminate on the basis of sex, race, color, religion, disability, age and national origin in 
employment and in the administration of any of its educational programs and activities.  
Inquiries may be directed to the Title IX Coordinator, Berkeley County Board of Education, 1453 
Winchester Avenue,  Martinsburg, WV 25405.  (Phone:  304-267-3500) 

COACH’S CODE of ETHICS 

 
The following code of ethics is established for Berkeley County Coaches: 

1. To understand that the aim of interscholastic athletics is to promote the physical, mental, moral 
and social well-being of the students. 

2. To set an example of good conduct for his or her team members, students and community by: 
a. Acting in a sportsmanlike manner at all times while maintaining self-control. 
b. Not drinking, smoking or using profane language while supervising an athletic team. 
c. Maintaining control of his or her team at all practices, games and team activities. 

3. To respect the decisions of the officials and remain undemonstrative in accepting those 
decisions. 

4. To be courteous to visiting teams, officials and media. 
5. To strive for a good working relationship with the opposing schools and coaches. 
6. To achieve a thorough knowledge and understanding of the rules and techniques of his/her 

sport which would include WVSSAC, NFHS and Conference rules and regulations. 
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THE COACH’S RESPONSIBILITIES 

1. Coaches will supervise players at all times: during practice, on the field, in the locker 
room, on the bus and at any team activity.  A coach or coaches will be the last to leave 
the dressing facility.  It is the responsibility of the coach to see that the facility is intact, 
lights are out and doors are locked.  All equipment should be stored so as to not 
interfere with school the next day.  The head coach may delegate this duty to assistants. 

2. A coach cannot give permission to outside groups to use the school facilities or 
equipment.  All use of school athletic facilities must be approved by the Principal, 
Athletic Director and the Board of Education. 

a. Reminder that out-of-season, coaches are not permitted by WVSSAC rules to 
have “open gyms”.  Strength and conditioning programs are appropriate, but no 
sport specific activities should take place during strength and conditioning 
activities. 

b. Travel teams, AAU teams, summer league teams, youth league clinics, etc. must 
have Board approval to use facilities.  School coaches may be present to open up 
and supervise school facilities, but must not be present on the courts or fields 
while drills, practices and/or games are being conducted. 

c. Outside groups may use facilities, batting cages, protective screens, mats, 
standards/nets, etc.  Outside groups may not use school equipment such as: 
uniforms, balls, bats, pitching machines, sport-specific instructional aids, etc. 

d. School coaches are not to help organize activities for outside groups. 
e. An exception to the above information is WVSSAC Rule 127-3-7. 

3. A coach who is to be away from his/her classes must arrange for coverage and see that 
a desirable learning situation will exist.  This plan for coverage should be given to and 
approved by the athletic director and principal.  This includes going online to My 
Learning Plan and submitting an attend conference/school business request if he or she 
will be gone an entire day. 

4. The head coach of each sport is responsible for the entire program of that sport.  All 
assistant coaches are answerable to the head coach and will be expected to carry out his 
or her wishes.  Non-paid authorized/certified coaches can only work under the direct 
supervision of a Board approved paid coach.  Non-paid authorized/certified coaches 
cannot directly supervise student-athletes. 

5. Coaches should have a written and organized practice plan for each practice, which 
should be kept on file for review and posted so that athletes may inform parents when 
practice will end. 

6. Coaches should inform athletes of expected arrival times from away contests so that 
transportation arrangements may be made. 
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7. A list of athletes should be given to teachers at the beginning of the season.  When 
athletes need to be excused from regular classes, teachers should be notified at least 48 
hours in advance. 

8. It is the responsibility of the head coach of each sport in conjunction with the athletic 
director to make necessary preparations to the playing fields and courts for all home 
games and practices. 

9. Beginning of the season materials to be given to the athletic director: 
a. Return completed physical forms for all athletes to be listed on the eligibility 

sheets prior to the student-athletes beginning practices or try-outs. 
b. Submit for approval all team rules and practice schedules. 
c. Submit roster of names, heights, weights, class, position and numbers no later 

than ten days prior to the first contest. 
d. Set up a time with photographers for team and individual pictures. 
e. All coaches should complete all required NFHS (NFHSLearn.com) online courses.  

These courses are required by the WVSSAC and/or BCS. 
f. BCS recommend all coaches attend WVSSAC Rules Clinics and all coaches review 

information in Sport Specific Coaches Packets and Sport Specific Information 
from the “WVSSAC Interscholastic”.  

10. All head coaches must file an end of the year report with the athletic director within 4 
weeks of the conclusion of the season.  The report must contain the following for all 
teams: 

a. Final Rosters 
b. List of Letterman 
c. Final records with schedule and scores 
d. List of individual and team honors or achievements 
e. List of individual and team highlights 
f. Completed Inventory 

i. All uniforms and equipment collected, properly stored and secured 
ii. Report any unreturned equipment to the Athletic Director 

g. Next season’s budget requests 
h. Suggestions for next season’s schedule 
i. Submit “Officials Ratings” to the WVSSAC 
j. Evaluation will be completed at this time 

11. All coaches are encouraged to attend clinics.  The athletic department, when financially 
able, will help supplement the coach’s expenses.  It is the athletic director’s discretion as 
to who may or may not be reimbursed for expenses. 

12. Authorized or unauthorized initiation, hazing or bullying activities are strictly 
prohibited and subject to disciplinary action up to and including expulsion from school 
and removal from athletic participation.  
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SPECIFIC ATHLETIC POLICIES AND PROCEDURES 

 

1. SCHEDULING 
 

The Athletic Director with the Principal’s approval will schedule all contests.  Any 
schedule change requested by the coach will be given every consideration.  No coach is 
to postpone or reschedule a contest without the Athletic Director’s approval. 

 
2. POSTPONING CONTESTS 

 
If a game must be postponed due to weather or any other factor not conducive to 

good game conditions, the following practices will be followed: 
A. The athletic director may confer with the principal and coach. 
B. Factors considered in the decision are:  

a. Playing conditions of the field. 
b. Impact on gate receipts. 
c. Travel safety for opponents, officials, gate workers, students, and fans. 
d. Potential damage to playing surface and equipment. 
e. Safety to spectators and players in or on the school grounds, gym, or 

field. 

After considering any or all of the factors, the athletic director and principal will 
decide to play or postpone the game.  He/she will reschedule the game as per league 
rules on the next possible playing date. 

3. INCLEMENT WEATHER 
 
A. If bad weather causes schools to close early or schools are closed, all extracurricular 

activities will be cancelled.  The superintendent can make the only exceptions to this 
rule. 

B. In hot and humid weather, coaches and the athletic trainer will closely monitor the 
conditions and determine when to modify or cancel practices and games. 

C. At the first sight of lightning, all outdoor practices and/or games will stop. Coaches 
are required to follow NFHS lightning protocol. All players and coaches will remain in 
a safe place until weather permits. 
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4. SANCTIONING OF EVENTS 

 
A school shall not enter a contest/competition which requires sanctioning until it 

is approved.  All applications for sanctioning must be submitted to the WVSSAC 30 days 
prior to the event with the exception of international events. 

Events requiring National Federation approval are: 
1. Co-sponsorship Sanction Requirement: Any interstate event involving two (2) or 

more schools which is co-sponsored by or titled in the name of an organization 
outside the high school community (e.g., a university, a theme park, a shoe 
company), in addition to being sponsored by a member school, an approved school 
or a state association, shall require sanction of the NFHS office. 

2. Non-bordering State Sanction Requirement: Each state association shall sanction 
through the NFHS office interstate competition by a member school involving 
either: 

a. More than eight (8) schools, at least one (1) of which is from a state that 
does not border the host state. 

b. Five (5) or more states, at least one (1) of which does not border the host 
state. 

3. International Event: Each member state association shall approve and receive NFHS 
approval for competition by a member school against a school from a foreign 
country, except for two (2) school and three (3) school competition with a school or 
schools from Canada or Mexico which necessitates a round trip of less than 600 
miles. 

4. International Event: Games against Canadian or Mexican schools involving travel of 
greater than 600 miles, or an event involving more than three (3) schools, one or 
more of which are from Canada or Mexico, requires a request to the NFHS for 
international sanction and notice to and sanction by the appropriate National 
Governing Body. 

5. Bordering state events requiring approval are 
a. Any interstate event in which four or more schools participate. (All schools 

from neighboring states.) 
b. Any interstate event which involves schools from three or more state high 

school associations. 
6. Intrastate events requiring approval are: 

a. An event with more than four schools participating or awards given. 
b. Any event where awards are given.  

7. The WVSSAC may assess a fine and/or other penalties against the participating 
school for violations of the sanction provisions.  

8. A member school shall not enter an event that involves travel of more than 600 
miles round trip unless it occurs on days when school is not in session. Sanctioning 
from the WVSSAC must be granted. 
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5. TRANSPORTATION 

 
All transportation requests will be submitted by the Athletic Director. The coach 

should inform the Athletic Director of departure times.  Coaches are to maintain proper 
supervision on the bus at all times.  In the event that cars are being used to transport 
student-athletes, the coach must submit a list of the drivers being used with proof of 
driver’s license and driver’s car insurance.   

 
All student-athletes will be transported to and from athletic events on school buses 

provided by the Berkeley County School Board, whenever possible.  All buses are ordered by 
the athletic director.  The coach’s responsibility is to have the members of his/her squad 
ready to board the bus at the designated time.  The coach must exercise control and 
maintain proper supervision of his/her squad so that the bus is not vandalized or damaged 
in any way. 

If at all possible, one coach should be in the front of the bus and one in the rear to 
alleviate any problems.  The coach is responsible for seeing the bus is cleaned and the 
windows are up before returning the bus to the garage.  No food or drink may be consumed 
on the school bus. 

At no time will athletes be transported to or from athletic events in private cars 
unless prior arrangements have been made.  Athletes may ride home from events with the 
parents/guardians with coach’s consent.  Parents/guardians must inform the coach in 
writing and in person when they are leaving. 

Bus Transportation Information: 
1. Each athletic director will work in conjunction with the Transportation 

Department to schedule athletic trips on school buses. 
2. The coach must provide written directions to the venue to the bus 

driver before departure. 
3. The team coach is responsible for maintaining discipline on the bus.  

Care should be taken to ensure that the driver is not distracted by 
passenger behavior. 

4. The entrance door, emergency exit door, and bus aisles are to be kept 
clear at all times. 

5. Passengers are to remain seated while the bus is in motion. 
6. Buses should be properly secured when left unattended.  This includes 

closing and locking all windows and doors. 
7. The coach is responsible for ensuring the bus is cleaned following the 

trip. 
8. The coach should have a complete team roster of all participants on 

the trip. 
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6. OFFICIALS 
 

All officials will be hired by the Athletic Director.  In most cases, officials will be 
assigned by the official associations.  Coaches can recommend which officials may or 
may not be assigned. 

 
7. POST-SEASON PLAY 

 
Any team qualifying for post-season play will be permitted to stay as long as the 

team is still in competition.  The team will be expected to return home once it has been 
eliminated from competition.  Expenses will be paid by the Athletic Department in 
correlation to the WVSSAC Reimbursement Schedule.  Not all sports are reimbursed at 
the same rate. 
 

8. STUDENT-ATHLETES RULES AND POLICIES 
 

Coaches should consult the Student/Parent Athletic Handbook for the following 
policies and procedures: 

a. Objectives of Athletics at Berkeley County Schools 
b. Discrimination Prohibited 
c. Specific Policies and Responsibilities 
d. Sports 
e. Letter Requirements and Awards 
f. Insurance 
g. Individual Eligibility Rules 
h. Important Eligibility Information for Parents and Students 
i. Attendance Policy 
j. Physicals 
k. Participation Fee 
l. Transportation 
m. Student/Parent Contract 
n. Parental Code of Conduct for Sports Participation 

 
 
 
 



8 
 

9. PARTICIPATION IN EXTRACURRICULAR ACTIVITIES 
 
If you have any questions regarding the eligibility of a student-athlete or are in doubt 
about the effect any activity or action might have on their eligibility, check with the 
principal or athletic director. They are aware of the interpretation and intent of each 
rule.  Meeting the intent and spirit of WVSSAC standards will prevent athletes, teams, 
and schools from being penalized.  The WVSSAC Rule Number is listed with the rule 
title for help in finding the information.  Rules cited below can be found in the 
WVSSAC Rules and Regulations Handbook. 
 

i. Academic Eligibility (Rule 126-26-3) 
ii. Eligibility (Rule 126-26-3) 

iii. Enrollment and Team Membership (Rule 127-2-3) 
iv. Age (Rule 127-2-4) 
v. Semester and Season (Rule 127-2-5) 

vi. Scholarship (Rule 127-2-6) 
vii. Residence-Transfer (Rule 127-2-7)) 

viii. Adoption/Guardianship (Rule 127-2-8) 
ix. Undue Influence-Recruiting (Rule 127-2-9) 
x. Non-school Participation (Rule 127-2-10) 

xi. Amateur (Rule 127-2-11) 
xii. Participation as an Ineligible (Rule 127-2-12) 

xiii. Practice (Rule 127-2-13) 
xiv. Concussion (Rule 127-2-14)  
xv. Homeschool Rule (Rule 127-2-3.11, 127-2-7.2k, 126-26-3.1.1k) 

 
10. DISCIPLINARY REPORTS FOR STUDENT-ATHLETES 

 
The head coach must report any disciplinary actions taken for an athlete to the 

Athletic Director.  The purpose of this report is to provide the athletic director with 
times, dates, and the nature of the problems.  This information can support 
recommendations for dismissal from a team.  Please follow the following procedures 
when disciplining an athlete: 

1. Anytime during the course of a sport season when a coach must discipline an 
athlete, he/she must make telephone contact with the parent and notify the 
athletic director.   

2. Procedures for dismissing an athlete from a team after all other avenues have 
been exhausted include the following: 

i. The coach will meet with the athletic director to give the reason for 
recommending him/her for dismissal from the team. 

ii. The coach will meet with the athlete and his/her parents, explain the 
charges, and hear the athlete’s response to the charges. 
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11. COACH AND PARENT MEETINGS 

The coach is expected to schedule a pre-season student and parent meeting to 
present policies and procedures.  This meeting should be in collaboration with the 
athletic department. 

 Parents are encouraged to discuss issues concerning their child with their 
coach.  Berkeley County Schools recommend that if it is necessary for a parent to meet 
with their child’s coach that they contact the athletic director to schedule a meeting.  
Having a parent speak with a coach about a concern is never recommended after a 
contest when emotions on both sides may be running high. 

12. BEHAVIOR ON ATHLETIC TRIPS 
 

Remind athletes that the Berkeley County School’s Expected Behavior in Safe 
and Supportive Schools Policy applies to athletic trips and that they are representing 
Berkeley County Schools and your individual school when they travel to visiting schools 
and, as such, must be properly dressed and, at all times, demonstrate appropriate 
manners, values and ethics. 
 

13. USE OF OPPONENT DRESSING FACILITIES 
 

Coaches should discuss with team members the appropriate conduct when using 
the dressing facilities of the opponents.  Note the general condition of the dressing 
room both upon arrival and departure to prevent vandalism.  Inspecting bags to prevent 
the removal of items taken as souvenirs may be necessary. 

GO TO THE LOCKER ROOM WITH THE TEAM AFTER AN ATHLETIC CONTEST.   A 
COACH OR ASSISTANT SHOULD REMAIN IN THE LOCKER ROOM UNTIL ALL PLAYERS 
HAVE LEFT.  MAKE ONE FINAL CHECK OF THE LOCKER ROOMS BEFORE YOU LEAVE. 
 

14. EVALUATION AND OBSERVATION OF COACHES 
 

West Virginia Board of Education Policy 5310 Performance Evaluation for School 
Personnel (can be found on the WVDE website) requires that coaches be evaluated 
annually.  School principals, or other designated personnel trained in the evaluation 
process, will conduct the observations and evaluations of coaches.   

Athletic directors are not coaches, and therefore, are not to be evaluated as 
such.  Athletic directors who hold a contract as a teacher, professional support 
personnel, or administrator will have their evaluation as athletic director included in 
their regular employment evaluation.   
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15. FOURTEEN LEGAL DUTIES OF A COACH 

1. DUTY TO PLAN – This is a comprehensive requirement that transcends all other duties. Inherent in 
this duty is the need to continually conduct focused analyses of potential hazards and to develop 
responsive strategies that prevent or reduce the potential for injury and loss in the following areas: 
coaching competence; medical screening; appropriate activities that consider age, maturity and 
environmental conditions; facility and equipment evaluation and improvement; injury response; warnings 
to athletes and their families; insurance of athletes; child advocacy in cases of alcohol and other drug abuse 
(AODA) or family neglect or abuse. Plans and policies should be rigorously implemented unless 
dangerous conditions prevent implementation. Plans should become policy documents and updated 
regularly be administrators, coaches and experts in specific areas (e.g. equipment, emergency response, 
etc.). Negligence can be alleged when an injury loss results from no planning, inadequate planning or when plans 
are developed but ignored.  
2. DUTY TO SUPERVISE – A coach must be physically present, provide supervision and control of 
impulsive behavior, competent instruction, structured practices that are appropriate for the age and 
maturity of players, prevent foreseeable injuries and respond to injury or trauma in an approved manner. 
This duty requires supervisors to ensure that facilities are locked and that students are denied access when 
a competent staff member cannot be physically present to supervise. Supervision responsibilities also 
pertain to athletics administrators who are expected to be able to supervise coaching staff members 
competently. In addition, athletics administrators are expected to supervise contests to ensure that 
spectators do not create an unsafe or disruptive environment. A further extension of this duty is the need 
to supervise the condition, safe usage, maintenance and upkeep of equipment and facilities.  
3. DUTY TO ASSESS ATHLETES READINESS FOR PRACTICE AND COMPETITION - 
Athletics administrators and coaches are required to assess the health and physical or maturational 
readiness skills and physical condition of athletes. A progression of skill development and conditioning 
improvement should be apparent from practice plans. Athletes must also be medically screened in 
accordance with state association regulations before participating in practice or competition. Moreover, 
some children may require specialized medical assessment to ascertain the existence of congenital 
disorders or the existence of a physical condition that predisposes the athlete to injury. In addition, injured 
athletes who require the services of a physician may not return to practice or competition without written 
permission of the physician. A new area of concern that may grow from the duty is the difficulty of 
assessing the readiness of handicapped children who are referred for practice and competition under the 
American With Disabilities Act or the Education of All Handicapped Children Act of 1975. In these cases, 
it is imperative that medical and multidisciplinary team approval and recommendation be obtained before 
a handicapped student becomes a candidate for practice and competition.  
4. DUTY TO MAINTAIN SAFE PLAYING CONDITIONS – Coaches are considered trained 
professionals who possess a higher level of knowledge and skill that permits them to identify foreseeable 
causes of injury specific to a sport and inherent in defective equipment or hazardous environments. Courts 
have held athletics supervisors responsible to improve unsafe environments, repair, or remove defective 
equipment or disallow access to unsafe equipment or environments. The use of sport-specific equipment 
safety checklists can be helpful in enhancing the safety of participants. In addition, weather conditions must 
be considered. Athletes should not be subjected to intense or prolonged conditioning during periods of 
extreme heat and humidity or when frostbite may be a factor. In addition, a plan for monitoring and 
responding to dangerous weather conditions is necessary. Building codes and laws must be observed and 
implemented with respect to capacity, ventilation, air filtration and lighting. 
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5. DUTY TO PROVIDE PROPER EQUIPMENT – Coaches and athletic administrators must ensure 
athletes are properly equipped with equipment that is appropriate for the age and maturity of the athletes 
and that is clean, durable and safe. Fitting should be carried out in accordance with manufacturer’s 
specifications. This is especially important for protective equipment which must carry a National 
Operating Commission on Safety in Athletics Equipment (NOCSAE) certification and must be checked 
for proper fit and wearing. Athletes must wear protective equipment any time they are exposed to the full 
rigors of contact in practice or competition. Selection of equipment must also consider the age and 
maturity of the athletes.  
6. DUTY TO INSTRUCT PROPERLY – Athletics practice must be characterized by instruction that 
accounts for a logical sequence of fundamentals that consider the developmental level of the athlete and 
that lead to an enhanced progression of player knowledge, skill and capability. In this regard, instruction 
must move from simple to complex and known to unknown. Instructor-coaches must be properly prepared 
to provide appropriate and sequential instruction and to identify and avoid dangerous practices or 
conditions. Instruction must demonstrate appropriate and safe techniques and must include warning 
about unsafe techniques and prohibited practices.  
7. DUTY TO MATCH ATHLETES –Athletes should be matched with consideration for maturity, skill, 
age, size and speed. To the degree possible, mismatches should be avoided in all categories.  
8. DUTY TO CONDITION PROPERLY – Practices must account for a progression of cardiovascular 
and muscular-skeletal conditioning regimens that prepare athletes sequentially for more challenging 
practices and competitive activities. Consideration must be given to student readiness and maturational 
factors. In addition, consideration should include weather conditions and their impact on student health.  
9. DUTY TO WARN – Coaches are required to warn parents and athletes of unsafe practices that are 
specific to a sport and the potential for injury or death. This warning should be issued in writing and both 
athletes and parents should be required to provide written certification of their comprehension. 
Videotapes of safety instruction and warnings to players and parents are recommended.  
10. DUTY TO ENSURE ATHLETES ARE COVERED BY INJURY INSURANCE – Athletic 
administrators and coaches must screen athletes to ensure that family and/or school insurance provides 
a basic level of medical coverage. Athletes should not be allowed to participate without injury insurance. 
Deductible and co-payment requirements should be clearly explained to parents and athletes. Certain 
schools may need to publish this information in several languages. Comprehensions should be required of 
parents and athletes.  
11. DUTY TO PROVIDE EMERGENCY CARE – Coaches are expected to be able to administer 
accepted, prioritized, standard first aid procedures in response to a range of traumatic injuries – especially 
those that are potentially life-threatening.  
12. DUTY TO DEVELOP AN EMERGENCY RESPONSE PLAN – Athletic administrators and 
coaches must develop site-specific plans for managing uninjured team members while emergency care is 
being administered to an injured athlete. In addition, plans must be in place to: ensure access to a 
telephone, a stocked first aid kit, spine board and other emergency response equipment. The plan should 
also account for a timely call to EMS and an expedited access by EMS to the injured athlete by stationing 
coaches or team members at driveways, parking lots, entry doors and remote hallways.  
13. DUTY TO PROVIDE PROPER TRANSPORTATION – In general, bonded, commercial carriers 
should be used for out of town transportation. Self or family transportation for local competition may be 
allowed if parents have adequate insurance coverage for team members other than their family members. 
The age and maturity of athletes should always be considered when allowing athletes to use public 
transportation to travel to a local contest. Athletes should be prohibited from driving to an out of town 
competition, scrimmage or practices.  
14. DUTY TO SELECT, TRAIN AND SUPERVISE COACHES – Athletic administrators will be 
expected to ensure coaches are capable of providing safe conditions and activities as outlined in the 
preceding list of thirteen duties 
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16. INJURIES 
 

The coach and/or athletic trainer has the initial responsibility for the welfare and safety 
of the athletes.  Coaches and trainers are to use proper techniques in providing immediate care 
to the injured athlete and call the doctor and/or ambulance, when necessary.  When an injury 
occurs, the coach or athletic trainer should fill out an accident report and give to the Athletic 
Director. 

All coaches are required to have:  
a. “Concussions in Sports” (it is free at www.nfhslearn.com) 
b. “A Guide to Heat Acclimatization and Heat Illness Prevention” (it is free at 

www.nfhslearn.com) 
c. “Sudden Cardiac Arrest” (it is free at www.nfhslearn.com) 
d. “Bullying, Hazing and Inappropriate Behaviors” (it is free at www.nfhslearn.com) 
e. “AED Training” (https://berkeley-wv.safeschools.com/courses/details/COURSE-

AED?splash=0%27) 
f. “CPR Training” (https://berkeley-wv.safeschools.com/courses/details/COURSE-

CPR?splash=0%27) 
g. “First Aid Training”  (https://berkeley-

wv.safeschools.com/courses/details/COURSE-FIRSTAID?splash=0%27) 
 

17. AUTHORIZED/CERTIFIED COACHES (PAID OR NON-PAID) 

All individuals working as an athletic coach must be approved annually by the Board of 
Education as an employed paid or non-paid coach.  All coaches must be recommended by the 
school principal and approved by the Board for the sport in which they are to coach.  To coach, 
an individual must hold a valid West Virginia teaching license or be an authorized/certified 
coach (no one can be just a “Volunteer Coach”).    

Authorized/certified coaches (paid or non-paid) must: 
 
(See Procedures for Hiring Coaches on Authorization in the Appendix) 

No person recommended for coaching by the principals may begin coaching before the 
Board of Education approves the recommendation.  The Board of Risk Management provides 
liability insurance only for Board Approved coaches. 

 

18. COACHES NOT TEACHING AT THE SCHOOL 
 

Coaches not teaching at the school must check with the Athletic Director on a regular 
basis during the season and during the off-season.  All mail received will be put in the coach’s 
mailbox at the school. 

 
 

http://www.nfhslearn.com/
http://www.nfhslearn.com/
http://www.nfhslearn.com/
http://www.nfhslearn.com/
https://berkeley-wv.safeschools.com/courses/details/COURSE-AED?splash=0%27
https://berkeley-wv.safeschools.com/courses/details/COURSE-AED?splash=0%27
https://berkeley-wv.safeschools.com/courses/details/COURSE-CPR?splash=0%27
https://berkeley-wv.safeschools.com/courses/details/COURSE-CPR?splash=0%27
https://berkeley-wv.safeschools.com/courses/details/COURSE-FIRSTAID?splash=0%27
https://berkeley-wv.safeschools.com/courses/details/COURSE-FIRSTAID?splash=0%27
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19. COACHES ABSENCES NOTIFICATION PROCEDURE 
 

If a coach must miss a practice or a game, they must call the Athletic Director 
and let them know the reason for the absence.  When possible, the Athletic Director 
should be contacted prior to the absence.  If the coach cannot reach the Athletic 
Director, they must contact the principal.  Habitual absences may result in disciplinary 
action against the coach, up to and including termination from employment. 
 

20. EQUIPMENT AND SUPPLIES 
 

The head coach is responsible for requesting all equipment and supplies to be 
ordered for his/her sport.  The head coach should confer with assistants when preparing 
the order.  The head coach will then meet with his/her athletic director and decide what 
is to be ordered.  The coach is to keep a complete and up-to-date inventory.  All 
purchases will be made through the Athletic Director and received by the Athletic 
Director.  Any purchase not approved by the Athletic Director will not be paid for by the 
school.  Coaches are not to request funds from the Athletic Boosters without consent of 
the Principal and/or Athletic Director.  Coaches should remember that the Athletic 
Director must consider transportation, officials, security and maintenance costs when 
reviewing budget requests. 

All equipment issued to athletes shall be recorded on an Equipment Issue Card 
and signed by the athlete.  It is the coach’s responsibility to see that all equipment is 
returned in good condition.  If the assigned equipment is lost, stolen, or damaged, the 
athlete must pay for the equipment.  No athletic equipment issued to squad members 
may be worn in gym class or worn outside of game situations. 

At the end of each sports season, the athletic director and the head coach will 
take inventory of all equipment pertaining to that sport.  The head coach and the 
athletic director will then decide what equipment and supplies are to be ordered for the 
next season. 

Following are suggestions for equipment return at the end of the season: 
• Be organized and ready for the equipment turn in. 
• Have all equipment issue cards in hand and collect equipment in a room where you have 

complete control of who comes in and leaves. 
• Bring one athlete in at a time and check off his/her equipment. 
• If the equipment is not turned in, make note of it on the card and have the athlete sign 

the card. 
• Lock up all equipment after its return. 
• Within one week, have all uniforms washed, dried, and folded.  Turn them in to the 

athletic director. 
• Inform athletic director of damaged or delinquent fees and missing items. 
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21. ATHLETIC BUDGET 
 

The needs of the athletic program are supported by two primary sources of 
funding.  School-based funding is provided through the athletic budget.  Funds 
expended through this source are generated through ticket sales from school athletic 
events.  The school administration must devise and balance a budget that can meet the 
basic operating and safety needs of all school athletic teams.  When devising the athletic 
budget, the school administration must take into account many factors, including but 
not limited to:   

1) projected revenue from all sports 
2) required protective equipment 
3) cost of game officials 
4) basic equipment needs 
5) uniform needs 
6) other requested items 
 
As you can imagine, there are far more requests for funding than the school can 

be expected to provide through the athletic budget.  The school administration must 
carefully balance the requests from each sport and approve purchases, allowing for the 
needs of all programs to be reasonably met.   

To supplement school athletic budgets, our communities are fortunate to have 
booster organizations that are available to provide supplemental funding to athletic 
teams.  Coaches are encouraged to be actively involved in the activities of the athletic 
booster organizations.  Careful coordination of funding between the school 
administration and athletic booster organizations will provide our students and 
community with outstanding athletic programs. 

Well in advance of the season, the head coach of each sport should meet with 
the school principal and athletic director to discuss the school athletic budget and 
carefully plan the expenditures of the entire season.  Issues such as uniform 
replacement or other major purchases should be discussed with the principal and 
athletic director a minimum of one season prior to the anticipated need.  In order to 
meet the uniform needs of all sports schools should have a plan in place to address 
uniform replacement. 
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22. PURCHASING PROCEDURES 
 

All school purchases must be made through the approved requisition and 
purchase order process.  All purchases must be approved in advance by the principal 
and be properly requested through the submission of a purchase requisition.  Once 
approved by the principal, a purchase order will be issued to the selected vendor.  The 
school will not assume financial responsibility for unauthorized purchases made by any 
employee.  Individuals that violate county policy by making an unauthorized purchase 
will assume financial responsibility for the purchase. 

All purchases are to be made in a manner that allows the school system to 
secure the best possible value for the goods and services purchased.  Coaches should 
work with the athletic director to follow proper purchasing procedures. 

Equipment and uniforms purchased for use by athletic teams will be added to 
the inventory.   Coaches may not choose to give away or discard school-owned items 
without receiving proper approval from the principal and/or the Board of Education.  In 
keeping with WVSSAC regulations, clothing may not be given to student athletes. 

Following this procedure will ensure that purchases are properly approved by 
the principal and meet the policy and procedures printed in the Handbook for School 
Finance in West Virginia.  You should consult with the school principal and school 
financial secretary to become familiar with the established procedure for submitting a 
requisition for purchase. 
 

23. COACHES RESPONSIBILITY FOR CROWD CONTROL AT ATHLETIC CONTESTS 
 
Coaches 
1. Coaches influence not only the conduct of the players under their direction but also that of 

the student spectators, parents of squad members, and interested citizens who attend 
athletic contests.  Since the coach is influential in setting the tone of conduct, he/she shall 
be a role model for self-restraint, fair play, and sportsmanlike behavior. 

2. In dealing with the officials, the coach’s approach must be professional at all times.  The 
coach must exercise self-control and realize that the official sees through impartial and 
unbiased eyes.  Coaches must familiarize themselves with the proper procedure for 
requesting a conference with an official. 

3. Coaches shall never seek out an official during half-time or at the conclusion of a contest. 
4. The behavior of the coach must at all times be marked by dignity and self-control.  He/she 

should not, at any time, use provocative language or engage in unsportsmanlike actions or 
tactics.  He/she must avoid any actions or remarks which would tend to incite the 
displeasure of the spectators or provoke disorderly behavior. 

5. If the coach, as a professional educator, cannot exercise emotional control under stress, then 
such behavior cannot be expected from the young people on the team nor from the 
heterogeneous combination of spectators in the stands. 
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6. The coach will immediately discipline any player who intimidates an official or displays 
unsportsmanlike behavior. 

7. Deliberate attempts to humiliate an opponent will not be tolerated by school officials, e.g., 
running up the score.  Coaches are encouraged to substitute whenever possible especially 
when the outcome of the game has more or less been decided. 

8. Opposing coaches must shake hands publicly and should ask players to shake hands with 
opponents before or after the game and behave with courtesy at all times. 

9. Coaches must be sensitive to situations such as athletes losing control and must get 
potential troublemakers out of the game before difficulty begins. 

10. Head coaches are responsible for the conduct of their entire staff. 
11. Coaches who repeatedly conduct themselves in an unsportsmanlike manner shall be subject 

to sanction by the WVSSAC. 

Players  
1. The less notice the player takes of the spectators and the more he concentrates on his/her 

part in the game, the more absorbed the crowd will be and the less likely to misbehave. 
2. Players should refrain from showing surprise or irritation at a call of an official.  The 

official’s ruling should be accepted with politeness. 
3. “Playing to the crowd” can cause trouble particularly in basketball where the player’s facial 

expressions are clearly visible to the bench and stands. 
4. Unsportsmanlike gesturing or the harassing of an individual opponent should be avoided 

and must not be condoned by the coaches. 
5. Substitutes on the bench must not heckle the opposing team and should never enter the 

playing field/court. 
6. The relationship of players to each other before, during, and after the game affects and helps 

establish crowd rapport. 
 
 

24. BERKELEY COUNTY BOARD OF EDUCATION RACIAL, SEXUAL, RELIGIOUS/ETHNIC and 
DISABILTIY DISCRIMINATION , HARASSMENT, VIOLENCE AND BULLYING POLICY 
SUMMARY 

 
It is the policy of the Berkeley County Board of Education that racial, sexual 

religious/ethnic and disability discrimination, harassment and violence will not be 
tolerated under any circumstance. The Berkeley County Board of Education firmly 
believes that all persons are to be treated with respect and dignity. The Berkeley County 
Board of Education will respond to incidents of discrimination, harassment and violence 
in a manner that will effectively discipline such behavior and act as a deterrent to future 
incidents. Simply put, racial, sexual, religious/ethnic and disability harassment and 
violence refer to unwelcome behavior directed toward someone because of that 
person’s race, sex religion, disability condition or ethnic group that makes that person 
feel afraid, embarrassed, helpless, angry or unsafe or upset to the point that the person 
cannot learn, cannot teach or cannot be effective at school or at work. The Berkeley 
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County Board of Education prohibits such harassment and violence between students, 
between staff members, between staff members and students, and between members 
of the public and students or staff when such harassment or violence occurs on school 
property or at school-sponsored events. Examples of harassment and violence may 
include, but are not limited, to the following: unwelcome patting, pinching physical 
contact obscene gesturing, ethnic or racial slurs, threats, insults, or assaults against 
someone due to their race, sex religion or ethnicity.  It is the policy of the Berkeley 
County Board of Education that it does not discriminate on the basis of gender, race, 
religious/ethnic background, age, or disability, in the educational programs or activities 
which it operates, and as required by Title IX or the Educational Amendments of 1972, 
Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C.§200C, et seq., the West 
Virginia Human Rights Act, WV Code §5-11-1, et seq., WV Code §18-2-5, WV Code §18-
2-5a and WV Code §18-2-7b, et seq., the State and Federal Constitution, and Policy 2421 
of the West Virginia State Board of Education not to discriminate in such a manner. The 
requirement not to discriminate in education programs and activities extends to 
employment therein and admission thereto. The prohibition against discrimination shall 
be read in conjunction with the Harassment and Violence Policy, and the procedures 
outlined therein shall be used to implement the investigation, discipline and reporting of 
any discriminatory actions. 

If a school employee, student, or member of the public feels that, he or she is 
the victim of racial, sexual, religious/ethnic discrimination, harassment or violence while 
on school property or at a school-sponsored event, a complaint may be filed by 
contacting his or her school principal, or he or she may contact: 

Title IX Coordinator 
Berkeley County Schools 
1453 Winchester Avenue 
Martinsburg, WV 25405 
Telephone: (304) 267-3500 
 
For more detailed information, see the Berkeley County Board of Education’s 

Racial, Sexual, Religious/Ethnic Harassment and Violence Policy and the Administrative 
Regulations for the Implementation of Berkeley County School’ Racial, Sexual, 
Religious/Ethnic Harassment and Violence Policy. 

 
If you believe that you have been subjected to racial, sexual, religious/ethnic discrimination, 
including sexual harassment, this is what you should do: 



18 
 

1. Speak to your principal, another adult in your building, or the Human Rights Officer listed 
below about the discrimination and/or harassment, and file a report. The report can be 
either oral or written. 

2. An investigation will take place, and a written report will be filed by the investigator 
detailing the investigator’s findings and/or recommended consequences. A copy of this 
report will be presented to you, to the Superintendent, and to the alleged discriminator(s) 
within 10 days of making a report. 

3. If you feel the investigator erred in his/her findings or recommended consequences, you 
may appeal it to the Superintendent or the Board of Education if the Superintendent is 
involved. 

4. You may also file a complaint with some state and federal agencies or in court. 
 
 

Notice for Discrimination 
If you believe that you have been the victim of racial, sexual, or religious/ethnic discrimination, 
including sexual harassment, you should file a complaint with the school principal or with the 
following person: 
 
Title IX Coordinator 
Berkeley County Schools 
1453 Winchester Avenue 
Martinsburg, WV 25405 
Telephone: (304) 267-3500 
 
For more detailed information, see the Berkeley County Board of Education’s Racial, Sexual, 
Religious/Ethnic Discrimination Policy, in the Berkeley County Policy Manual. 
 

 
 
 

25. TITLE IX 
 

Title IX of the Civil Rights Act is a U.S. law which states:  “No person in the United 
States shall, on the basis of sex, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any education program or activity…” 

Berkeley County Schools use the Three-Prong Test in evaluating their athletic 
programs.  The Three-Prong Test looks at: 1) Are the participation opportunities for 
male and female students substantially proportionate to their respective enrollments?, 
2) If the members of one sex have been under-represented, can the school show a 
history and continuing practice of program expansion?; 3) Where the members of one 
sex are under-represented, can the school demonstrate that the interests and abilities 
of the members of that sex have been fully and effectively accommodated? 
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Equivalency factors that Berkeley County Schools review are: 1) Provision of 
equipment and supplies; 2) scheduling of games and practice times; 3) travel and per 
diem allowance; 4) assignment and compensation of coaches; 5) provision of locker 
rooms, practice and competitive facilities; 6) provision of medical and training facilities 
and services; 7) provision of housing and dining facilities and services when teams 
travel; 8) publicity. 

 
26. WVSSAC, BERKELEY COUNTY BOARD OF EDUCATION, INDIVIDUAL SCHOOL AND STATE 

OF WEST VIRGINIA POLICIES 
 
All coaches are subject to all rules and regulations of the above organizations.  
  

27. BOOSTERS 
All Booster groups are subject to all School, County, State, and WVSSAC policies and 
procedures.  Coaches should remind Booster groups that they are there to support the 
program and the students.  Booster groups are under the supervision of school 
principal. 
 

 

ATHLETIC DIRECTOR JOB DESCRIPTION 
 

The athletic director (middle school game manager) plays an important role in the 
successful operation of athletic programs in our middle and high schools.  Although the school 
principal is ultimately responsible for all programs within the school, the principal relies on the 
athletic director to administer many aspects of the athletic program.  For this reason, it is 
expected that all coaches will communicate effectively and cooperate with the athletic director. 
 

Responsibilities of the athletic director include: 
 

1. Organization and administration of the overall program of athletics. 
2. Coordination of the operation of all athletic contests to include: 

a. Scheduling of transportation for away events. 
b. Contracting of officials. 
c. Contracting for security. 
d. Arranging to have facilities properly prepared for events. 
e. Scheduling support personnel (ticket sellers, ticket takers, clock operators, 

announcers, chain crew, gate keepers, etc.) 
3. Responsible for preparing the athletic schedule in cooperation with the principal and 

coaching staff. 
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4. Preparation and administration of athletic budget and bookkeeping. 
5. Responsible for requisition of athletic supplies and equipment. 
6. Supervision of ticket sales and fund raising activities of the athletic program and the 

responsibility for proper handling of funds. 
7. Administration of the physical and academic requirements of eligibility for participation 

in each sport and verification of the eligibility of each athlete. 
8. Assist with the hiring, assignment, supervision and evaluation of the coaching staff. 
9. Supervision of the coaching staff to ensure that proper practice schedules and safety 

procedures are developed and maintained. 
10. Supervision to ensure that all state, county, and school rules are followed. 
11. Fostering of good school-community relations by keeping community aware and 

responsive to the athletic program. 
12. Serve as school liaison to and attend booster club meetings and activities. 
13. In cooperation with the principal, plan, coordinate and maintain the school master 

calendar for the scheduling of student activities and the use of school facilities. 
14. Administration and coordination of all athletic facilities to include: 

a. Scheduling of all practices. 
b. Scheduling for routine maintenance and repairs. 
c. Recommendations for improvements. 

15. Attendance at weekly administrative staff meetings. 
16. Attendance for administrative and supervisory purposes at home contests. 
17. Attendance at select away contests for supervisory purposes as determined by the 

principal. 
18. Coordination of the dissemination of information when contests are canceled or 

postponed to athletes, coaches, opponents, transportation, officials, security, support 
personnel and media. 

19. Organization, administration and supervision of sectional, regional and play-off contests 
as assigned by the West Virginia Secondary Schools Activities Commission. 

20. Administration and filing of all paperwork as required by the WVSSAC. 
21. Administration of all operational procedures and duties as required by league 

membership. 
22. Organization and coordination of all special programs:  athletic banquets, free physicals, 

etc. 
23. Preparation of rosters, schedule cards, schedule posters, athletic programs, etc. 
24. All other duties involving athletics as assigned by the principal. 
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 HIGH SCHOOL GAME MANAGER JOB DESCRIPTION 
 

The High School Game Manager will be responsible for administration of home contests.  
Responsibilities will include: 

1. Setting up and taking down equipment for the field/court.  This will include the press 
box, scorer’s table, lights, concession stand, restrooms, bleachers, storage, etc. 

2. Setting up the ticket booths and handling the tickets, cash box, and appropriate forms. 
3. Welcome game officials and escort them to their dressing room before and after the 

contest and at halftime.   
4. Welcome opponents and escort them to their locker room.  Give opponents appropriate 

instructions.  Attend to opponents before and after contest. 
5. Meet security and position security for crowd control.  Keep in contact with security 

during and after contest to maintain crowd control. 
6. Monitor crowd during contest and take appropriate actions to maintain crowd control. 
7. Monitor and position the following support personnel:  announcer, clock operator, 

scorekeeper, chain crew, medical/ambulance personnel, parking. 
8. Arrive at least one and one half hours before contest is to begin (unless otherwise 

instructed).  Be the last to leave after opponents and officials departed, security has 
secured the area, field/courts are secured and janitors have begun clean-up. 

9. Assume other duties assigned by principal and/athletic director.  
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BERKELEY COUNTY SCHOOLS 
STUDENT/PARENT ATHLETIC RULES 

AND POLICIES 
 
 
 
 
 
 

OBJECTIVES OF ATHLETICS AT BERKELEY 
COUNTY SCHOOLS 

 
1. Provide opportunities to develop skill and to experience the satisfaction of 

performing effectively in emotionally charged situations. 
2. Contribute to the development of a health and fitness attitude that will provide a 

carry-over interest which will function during leisure time. 
3. Satisfy the physiological needs of the growing athlete. 
4. Contribute to the development of a wholesome appreciation for a well-developed 

and properly conditioned body. 
5. Contribute to the development of desirable social and citizenship qualities such as 

responsibility, respect for authority and property of others, harmonious and 
cooperative group action, and respect for individual differences. 

6. Contribute to the relief of emotional strains and stresses. 
7. Contribute to the satisfaction of certain psychological needs as self-understanding, 

self-expression, understanding of others, challenge, acceptance, recognition, and 
approval. 

8. Contribute to the development of desirable character traits including persistence, 
determination, unselfishness, will-to-win, alertness, maximum effort, resourcefulness 
and tenacity. 

 
 

 

Discrimination Prohibited 

As required by Federal laws and regulations, the Berkeley County Board of Education does not 
discriminate on the basis of sex, race, color, religion, disability, age and national origin in employment 
and in the administration of any of its educational programs and activities.  Inquiries may be directed 
to the Title IX Coordinator, Berkeley County Board of Education, 1453 Winchester Avenue, 
Martinsburg, WV 25405.  (Phone:  304-267-3500) 
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SPECIFIC POLICIES AND RESPONSIBILITIES 
 

1. All athletes will be expected to act and be treated in the same manner as all other students. They 
will have no privileges and/or restrictions not granted to all other students. 

2. Athletes must meet all WVSSAC, Berkeley County Board of Education and school rules and 
regulations. 

3. If a student has not fulfilled an obligation (such as school financial obligation, equipment return, 
etc.) he/she may be denied the privilege of participating in the athletic program. 

4. All students have a right to try out for any athletic team, unless the coach can show that past 
performance was detrimental to the team or school. 

5. The school will help defray only the expense of the athletes and coaches who qualify for post 
season tournaments, meets and matches. If a coach wants to take any other members of a team, 
the expenses must be borne by the individual athletes and not the school. 

6. If at any time an athlete must diet to lose weight for participation in any athletic activity, such 
diet and/or weight loss program must be approved by and under the direction of a medical 
doctor. 

7. If it is necessary for a parent to meet with their child’s coach that they contact the athletic 
director to schedule a meeting.  Having a parent speak with a coach about a concern is never 
recommended after a contest when emotions on both sides may be running high. 

8. Initiation, hazing or bullying activities will not be tolerated and are strictly prohibited at any 
Berkeley County School. 

9. The Berkeley County Board of Education Policy on Expected Behavior in Safe and Supportive 
Schools applies during any school sponsored event/activity no matter where the activity occurs.  
This will include transportation to and from the event/activity. 

10. Each student-athlete participating in an athletic activity is required to register through the 
FamilyID.com website prior to the start of each sport season.  More information and exact links 
will be provided on the county website, school websites, through coaches and the athletic 
trainers.  

 

SPORTS 
 

1. FALL SPORTS 
Football (Varsity, JV, Freshman) 
Volleyball (Varsity, JV, Freshman) 
Boys Soccer (Varsity, JV) 
Girls Soccer (Varsity, JV) 
Cross Country (Boys and Girls) 
Golf (co-ed) 
Cheerleading (Varsity, JV, Freshman, Middle School 7th and 8th) 
 

2. WINTER SPORTS 
Boys Basketball (Varsity, JV, Freshman, Middle School 7th and 8th) 
Girls Basketball (Varsity, JV, Freshman, Middle School 7th and 8th) 
Wrestling (Varsity, JV) 
Swimming (Boys and Girls) 
 

3. SPRING SPORTS 
Baseball (Varsity, JV) 
Softball (Varsity, JV) 
Track (Boys and Girls: Varsity and Freshman) 
Tennis (Boys and Girls) 
Lacrosse (Boys and Girls) 
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LETTER REQUIREMENTS AND AWARDS 
 

1. The coach shall recommend the athletes who have met the requirements for a letter. 
These recommendations are to be approved by the athletic director. If any problems 
arise, a committee composed of the Coach, Principal and Athletic Director shall 
make the final decision. 

2. Requirements – Completion of season and: 
Football, Basketball, Soccer 50% of quarters 
Cross Country, Golf, Wrestling 75% of meets 
Volleyball, Tennis 75% of matches 
Baseball, Softball 50% of innings 
Track Point System 
Swimming 75% of meets 
Cheerleaders Varsity Squad 
Managers/Stats 2 yrs. on Var. Squad 

3. Special consideration for awarding letters will be given for extended participation, 
injuries, etc. 

4. Athletic awards will be presented at appropriate programs to honor student-athletes, 
these may include:  Letters and/or pins with certificates, Participation certificates, 
Senior certificates, Plaques for individual sport honors, Trophies for outstanding and 
scholastic athlete, team awards for league championships and state playoffs. 

 

INSURANCE 
 

1. The financial responsibility for athletic injury rests solely with the student and his/her 
parents/guardians.  The school or county cannot assume any financial responsibility in this 
area.  

2. It will be the responsibility of the parent/guardian of each athlete to make sure that he/she 
has an insurance plan in force. 

3. Acceptable insurance plans for a student-athlete are an individual or group health/accident 
insurance provided through the family or a student classroom accident insurance which can 
be purchased at the school or a special insurance for football only which can be purchased at 
the school.  The student classroom accident insurances are offered at a low cost and can be 
purchased at the beginning of the year or during the year.  Please see the Athletic Director 
for insurances that can be purchased at the school.   

4. The athlete and parents understand and hereby release the Berkeley County Board of 
Education, each high school and their members, agents, or employees from all claims, suits 
or demands for any damage or injuries sustained by the student in connection with any 
athletic participation. 

5. All injuries must be reported by the player or the parents to the Athletic Director within 24 
hours and the appropriate forms picked up at that time. 
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INDIVIDUAL ELIGIBILITY RULES 
 

If you have any questions regarding your eligibility or are in doubt about the effect any 
activity or action might have on your eligibility, check with your principal or athletic 
director. They are aware of the interpretation and intent of each rule. Meeting the intent 
and spirit of WVSSAC standards will prevent athletes, teams, and schools from being 
penalized.  Rules cited below can be found in the WVSSAC Rules and Regulations 
Handbook. 
 
To be eligible to represent your school in any interscholastic contest, you: 

• must be a regular bona fide student in good standing of the school. (See exception under 
Rule 127-2-3) 

• must qualify under the Residence and Transfer Rule (127-2-7) 
• must have earned at least 2 units of credit the previous semester. Summer School may be 

included. (127-2-6) 
• must have attained an overall “C” (2.00) average the previous semester. Summer School 

may be included. (127-2-6) 
• must not have reached your 15th (MS), 16th (9th) or 19th (HS) birthday before August 1 of 

the current school year. (127-2-4) 
• must be residing with parent(s) as specified by Rule 127-2-7 and 8. 

o unless parents have made a bona fide change of residence during school term. 
o unless an AFS or other Foreign-Exchange student (one year of eligibility only). 
o unless the residence requirement was met by the 365 calendar days attendance prior 

to participation. 
• if living with legal guardian/custodian, may not participate at the varsity level. (127-2-8) 
• must be an amateur as defined by Rule 127-2-11. 
• must have submitted to your principal before becoming a member of any school athletic 

team Participation/Parent Consent/Physician Form, completely filled in and properly 
signed, attesting that you have been examined and found to be physically fit for athletic 
competition and that your parents’ consent to your participation. (127-3-3) 

• must not have transferred from one school to another for athletic purposes. (127-2-7) 
• must not have received, in recognition of your ability as a HS or MS athlete, any award not 

presented or approved by your school or the WVSSAC. (127-3-5) 
• must not, while a member of a school team in any sport, become a member of any other 

organized team or as an individual participant in an unsanctioned meet or tournament in the 
same sport during the school sport season.  This includes, but is not limited to: practicing, 
try-outs, fund raising activities, team pictures, etc.  (See exception 127-2-10). 

• must follow All Star Participation Rule. (127-3-4) 
• must not have been enrolled in more than (8) semesters in grades 9 to 12. Must not have 

participated in more than two (2) seasons in the same sport in grades 7 and 8 or more than 
three (3) seasons while in grades 6-7-8. (Rule 127-2-5). 

• qualify under Homeschool rule (Rule 127-2-3.11, 127-2-7.2k, 126-26-3.1.1k) 
 

Eligibility to participate in interscholastic athletics is a privilege you earn by meeting not 
only the above listed minimum standards but also all other standards set by your school 
and the WVSSAC.   
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ATTENDANCE POLICY 
 

1. Athletes must be in attendance in school a FULL DAY during a day of any athletic 
event or contest in which they may be involved, unless it is the judgment of the 
Principal or Athletic Director and/or prior arrangements are made that they are 
excused. It should be noted that this is to include all practice sessions. Also, tardiness 
to homeroom or classes will constitute attendance. 

2. Athletes must be in school the day after the contest. 
 
 

PHYSICALS 
 

1. All students participating must have a yearly physical exam by a licensed physician 
and dated after May 1 prior to tryouts or practices. 

2. Costs involved in physical examinations are to be borne by the individual athlete, 
unless prior arrangements are made and approved by the Principal and Athletic 
Director. 

 
 

PARTICIPATION FEE 
 

1. A participation fee of $20.00 per sport played will be charged per athlete involved in 
sports at a Berkeley County School. 

2. If a student cannot afford this fee, school officials shall develop options that will 
allow the student to participate. 

 
 

TRANSPORTATION 
 

1. The mode of transportation to all events will be by bus or other modes of 
transportation as approved by the Berkeley County Schools Transportation 
Department.  

2. Under no circumstance will student-athletes be allowed to drive themselves and/or 
other students to athletic contests when transportation is being provided by the 
school. 

3. It is the responsibility of the parents to provide transportation to all practices.  
4. Athletes may ride home from events with the parents/guardians with coach’s 

consent.  Parents/guardians must inform the coach in writing and in person when 
they are leaving. 
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STUDENT/PARENT CONTRACT 
 
I intend to be an athlete at my school. As an athlete, I will not drink, smoke, use, 
possess, or distribute any of the following: 

A. Any Alcoholic Beverages 
B. Drugs not prescribed by a doctor 
C. Tobacco products 
D. Any controlled substance including Marijuana or Narcotic Drug 
E. Vapes, Juuls or other inhalants 
 

[If a violation of any of the above occurs on school property, at a school approved 
activity, on a school approved trip, off of school property or at a non-school activity, 
then the following will be enforced.  Student-athletes may be suspended or expelled not 
only from school, but also from the athletic program. If the principal recommends 
expulsion, student will be removed from athletic program.] 

 
A. Sale or Distribution of a Controlled Substance, a Narcotic Drug, or a Drug not 

Prescribed by a Doctor 
a. Complete suspension from school athletic program for 365 days. Individual 

may appeal decision to the Principal and Athletic Director. 
B. Unlawful Possession or Use of a Controlled Substance, a Narcotic Drug, or a Drug 

not Prescribed by a Doctor 
a. First Offense:  Ninety school days suspension from athletic program. NO 

practice and NO games. Athlete cannot return to practice until they provide 
written evidence that he/she has received counseling from a community 
agency or professional individual such as a drug counselor, medical doctor, 
psychiatrist or psychologist. 

b. Second Offense:  Complete suspension from school athletic program for 365 
days. Individual may appeal decision to the Principal and Athletic Director.  
Athlete cannot return to practice until they provide written evidence that 
he/she has received counseling from a community agency or professional 
individual such as a drug counselor, medical doctor, psychiatrist or 
psychologist. 

C. Use or Possession of Any Alcoholic Beverages 
a. First Offense:  Two weeks suspension from team. NO practices and NO 

games. Athlete cannot return to practice until they provide written evidence 
that he/she has received counseling from a community agency or professional 
individual such as a counselor, medical doctor, psychiatrist or psychologist. 

b. Second Offense:  Complete suspension from school athletic program for 365 
days. Individual may appeal decision to the Principal or Athletic Director.  
Athlete cannot return to practice until they provide written evidence that 
he/she has received counseling from a community agency or professional 
individual such as a counselor, medical doctor, psychiatrist or psychologist. 
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D. Use or Possession of Tobacco Products, Vapes or Juuls 
a. First Offense:  One week suspension from team. NO practice and NO games.  

Athlete cannot return to practice until they provide written evidence that 
he/she has received counseling from a community agency or professional 
individual such as a drug counselor, medical doctor, psychiatrist or 
psychologist. 

b. Second Offense:  Two weeks suspension from team. NO practice and NO 
games.  Athlete cannot return to practice until they provide written evidence 
that he/she has received counseling from a community agency or professional 
individual such as a drug counselor, medical doctor, psychiatrist or 
psychologist. 

c. Third Offense:  Complete suspension from school athletic program for 365 
days. Individual may appeal decision to the Principal or Athletic Director.  
Athlete cannot return to practice until they provide written evidence that 
he/she has received counseling from a community agency or professional 
individual such as a drug counselor, medical doctor, psychiatrist or 
psychologist. 

 
*Social Probation – Student shall be prohibited from attending or participating in any and 
all school activities occurring outside of the instructional day (e.g., athletics, dances, extra-
curricular events, field trips, concerts, festivals, etc.).  
 
These penalties shall be cumulative beginning with and throughout the student’s 
participation in the Athletic Programs, Grades 6 – 12, in Berkeley County Schools. 
 
 
Furthermore, I will conduct myself as a lady/gentleman when I am representing my 
school. I agree not to cause any embarrassment to the school by my actions on or off the 
field or court.  Also, I agree my actions will not be detrimental to team morale. 
 
I agree to: 

1. Dress neatly on away trips. 
2. Have respect for school property, both ours and opponents. 
3. Show respect for ALL coaches. 
4. Have no unauthorized absence or tardiness from class. 
5. Not to be convicted of a crime or involved in any criminal activity. 
6. Not to be involved with any bullying or harassment of any other individual 

physically, verbally, mentally or through the use of social media. 
7. Follow the Berkeley County Board of Education Expected Behavior in Safe and 

Supportive Schools Policy. 
 
Failure to comply with the above rules may result in suspension and/or dismissal from 
the team. 
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PARENTAL CODE OF CONDUCT FOR SPORTS PARTICIPATION 
 
 

Berkeley County Schools believes that participation in sports is a privilege that should never 
be taken for granted; and 
 
Berkeley County Schools believes that parents should provide a supportive, positive athletic 
environment where children will be able to enjoy sports participation and maintain a proper 
perspective concerning winning; and 
 
Berkeley County Schools believes that parents should allow and encourage their children to 
experience fun in their participation on athletic teams and minimize the pressure on them.  
The focus should be to learn the lessons in life and to be a positive team member; and 
 
Berkeley County Schools believes that parents should teacher their children in model 
respectful behavior, to handle frustrations, and to understand what is best for the team 
rather than what is the athlete’s personal best interest; and 
 
Berkeley County Schools believes that athletes should be given the opportunity to 
participate in a variety of sports so that they can be introduced to multiple skills that are 
necessary for athletic development; and 
  
Berkeley County Schools believes that adults need to separate their ego from the 
accomplishments of the children.  Adults also need to view money and time dedicated on a 
child’s sports experience as an investment in which children demonstrate a positive and 
admirable effort and not an investment on which they expect a monetary return; and 
 
Therefore, be it resolved that Berkeley County Schools believes that parents should always 
provide unconditional love and support regardless of the athletic performance of their child.  
Mistakes made in competition should not result in negative responses from a parent; and 
 
Be it further resolved that Berkeley County Schools believes that parents need to teach their 
children to embrace their role as a team member and to reinforce the importance of always 
focusing on the elements that they can control – attitude, effort and contributions to the 
team.  Children need to honor the game in which they are participating and competing with 
integrity. 
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INFORMATION IN THIS HANDBOOK CAN BE 
FOUND 

 

1. Berkeley County Schools Policy Manual can be found online 
at berkeleycountyschools.org 
 

2. Berkeley County Schools Athletic Handbook can be found 
online at berkeleycountyschools.org 
 

3. Berkeley County Schools Student and Parent Athletic 
Handbook can be found online at berkeleycountyschools.org 
 

4. Contact your principal or athletic director for school student 
handbooks. 
 

5. WVSSAC Rules and Regulations Handbook can be found 
online by going to berkeleycountyschools.org -> WV 
Department of Ed -> State Board -> Policies -> West 
Virginia Secondary Schools Activities Commission Policies. 
 

6. WVSSAC Coaches Packets can be found online at wvssac.org 
-> Sports and Schedules. 
 

7. “WVSSAC Interscholastic” can be found online at 
wvssac.org -> The Interscholastic. 
 

8. FamilyID 

  



i 
 

APPENDIX 
Form/Information         Page Number 
Procedures for Hiring Coaches on Authorization………………………………..ii-iii 
Coach’s Evaluation and Observation Form (fill form)…………………………...iv-v 
WVSSAC Physical Form & BCS Information Form…………………………….vi-ix 
WVSSAC Sudden Cardiac Awareness…………………………………………….x 
WVSSAC Heads Up Concussion Information  ………………..………………....xi 
WVSSAC Don’t Let Injury Lead to an Opioid Addiction…………….………....xii  
WVSSAC Recommendations for Hydration to Prevent Heat Illness……..……..xiii-xiv 
WVSSAC Concussion “Return to Play Protocol”………………………………..xv 
BCS In-County Transfer Form Procedures………………………………………..xvi 
BCS In-County Transfer Form……………………………………………………..xvii 
BCS Eligibility Information Form (fill form)……………………………………...xviii 
WVSSAC: Recruiting Regulations……………………………………………...xix 
  Guidelines for Suspended Coach/Player……………………….….xix 
   
 
   
 
  



ii 
 

 



iii 
 

  



iv 
 

 

 
  



v 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



vi 
 

 

 
 



vii 
 

 

 



viii 
 

  



ix 
 

 

 
  



x 
 

  



xi 
 

 

 



xii 
 

 

 



xiii 
 

 
 



xiv 
 

 
  



xv 
 

 

 



xvi 
 

Berkeley County Schools 
Department of Curriculum and Instruction 

 

Transfer Form Procedures 
 

1. Parents and student must get transfer form from home school. 
2. Home school principal explains the transfer form to the parents.  Mention that the 

parents must completely fill out all parts of the form and sign the form.  Remind 
parents and students that there must be a legitimate reason with explanation for the 
transfer to be approved. 

3. Home school principal should encourage the student to remain in the school that is in 
the district that the parents reside in. 

4. Home school principal will sign the form in the upper right hand corner of the form to 
indicate to the receiving school principal that they have met with the parents and 
student.  Home school principal should not sign the form at the bottom or approve the 
form at this step. 

5. Parents and student should schedule a meeting with the receiving school principal and 
take the form to the meeting for the principal to sign, date, and approve or 
disapprove.  The receiving school principal may want to take some time to investigate 
the reason for transferring before signing. 

6. Once the receiving school principal has signed and dated the form, return the form to 
the parents.  If the receiving school principal has approved the transfer, the parent 
must return the form to the home school for the principal to approve/disapprove, 
sign, and date. 

7. If the parent has a concern about a transfer that has not been approved by both 
principals, they may appeal the decision to Mr. Ron Stephens, Executive Director of 
Student Services. 
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BERKELEY COUNTY SCHOOLS 
IN-COUNTY TRANSFER FORM 

 
                                   DATE_____________  

 
Parents’ Name_______________________________________________________________________ 
 
Student’s Name ______________________________________________________________________ 
 
Address ____________________________________________________________________________ 
 
              ____________________________________________________________________________ 
 
Phone Number _____________________________       Present Grade Level______________________ 
  
School Zone Presently Living In _________________________________________________________ 
 
School Requesting to Attend ____________________________________________________________ 
 
REASON for requesting a transfer_______________________________________________________ 
 
___________________________________________________________________________________ 
Student/Parental conditions of this agreement: 

1. At such time that the class in which the student is enrolled exceeds the pupil/teacher ratio (as specified 
in the WV Board of Education Policy 2419), the student will return to the school serving the student’s 
attendance district. 

2. The student must remain in good academic standing that includes but is not limited to grades, 
attendance, and discipline. 

3. Other than pupil/teacher ratios, students will be returned to home school at a semester’s end. 
4. Approval of this “Student Transfer” does not grant Athletic Eligibility.  It is the responsibility of the 

parents and student to confer with the school principal concerning athletic eligibility upon 
transferring. 

      5.    As a condition of this agreement—Transportation Services will not be provided by the 
      Berkeley County Board of Education. 
 

 *Please gather the following and submit with the county transfer form for each transfer request: 
 1)  Attendance record 
 2)  Discipline 
 3)  Test scores 
 4)  Current grades 
 
Parent Signature______________________________________________________________________ 
 
Signature of Sending School Principal _____________________________________________________ 
 
Approval____________                Disapproval ____________ 
 
Signature of Receiving School Principal ____________________________________________________ 
 
Approval ____________               Disapproval ____________ 
 
An out of district transfer is on a one-year basis only.  A request must be completed in the spring prior to the beginning 
of school year in the fall if continuation is desired.  Let it be noted that transfers are approved based on availability in 
the receiving school. 
                Revised 12/11 

Home School Principal’s 
Initials_______________ 
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