


Important Contact Information

Bixby High School: Bixby High School
601 South Riverview
Bixby, OK 74008

BPS Administration Building: Bixby Public Schools
109 North Armstrong
Bixby, OK 74008

Bixby Athletic Fax Number: 918-366-2267

�e fax can be used by any Athletic employee to conduct school business. Please notify the Athletic
Secretary if you are expecting an incoming fax.

TulsaWorld Score Reporting: 918-581-8354 918-581-8355 1-800-944-7529
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Bixby Spartan Athletics Expectations Agreement 2023-2024

Administrators will cover all of the following topics during back to school CoachesMeetings.

____ 3108A: Use of Social Media and Process for School Sponsored Activities; Social Media Guidelines

____ PO Process

____ Transportation Requests

____ Documentation of required trainings/certifications

____ Rostering in Rank One

____ Communications (District, Players, Parents, Media)

____ Out of State/Overnight Procedures

____ Equipment Purchasing

____ Hazing

____ Rule 9: Recruiting

____ Parent Night Expectations

____ Camp Expectations

____ Eligibility

____ Coaches Code of Ethics (NFHS)

____ Locker RoomMonitoring

____ Activity Fund Handbook

____ Emergency Procedure Manual

____ Coaches Handbook

____ Attendance Procedures

____ Athletic Hub

***All coaches must complete the
Verification here by August 17, 2023.***
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Athletics Philosophy & Alignment with District Vision & Goals
�e Bixby High School Athletic Department provides students with opportunities in interscholastic
athletics in accordance with the missions of Bixby Public Schools. It is our belief that interscholastic
athletics greatly enhance the educational experience of all students involved, provide lifelong learning
experiences, and develop leadership qualities in our students, which are all important to a student’s
education.

Participation in athletics at Bixby Public Schools is a privilege. With this privilege comes the expectation
of exemplary moral character displayed through good sportsmanship and respect for one’s school, coach,
teammates, opponents, o�ficials, facilities, and equipment. We expect athletes and coaches to
understand and embrace BPS’s athletic philosophy. In return, the athletic department is truly
student-centered with the best interests of the student-athletes always at the forefront. Coaches are role
models andmentors, and this responsibility should be re�lected in all of their actions.

Every sport, coach, and individual student-athlete will be treated fairly by the Athletic Administration at
BPS, and new opportunities for our student-athletes will be constantly pursued. Diversity is embraced
within the Athletic Department, and no student-athlete or coach will be discriminated against or subject
to harassment of any form.

�e Spartan Athletic Department will follow all rules and regulations established by the Oklahoma
Secondary Schools Activities Association, the Frontier Valley Conference, and the Bixby Public Schools
Board of Education and Administration.

Whenmaking decisions regarding your program, Head Coaches should utilize the district’s vision and
mission statements. Furthermore, the philosophy of your program should be aligned with the Board
Belief Goals.

2



3



Activity Absence Policy & Expectations
In accordance with the policy of the Board of Education, the following regulations shall govern student
attendance and activities within this public school system.

Students will be allowed amaximum of ten absences from each class period during the school year to
participate in approved activities. A student may apply for five additional days, per OSSAA policy. It is
the student and head coach's responsibility to follow all necessary guidelines. Absences for activities
that are of a state and national nature, as defined by the criteria of earned right to compete, shall not
be considered an absence for the purpose of this regulation. See BOE Policy 2136.

�e BPS Activity/Absence Formmust be submitted to the Athletic Director 48 hours prior to any school
absence.�is form is for attendance and administration notification only. No authorization is required.

Coaches should remind students in their program that it is required to take care of all assignments and
requirements for their academic classes before the trip is actually taken. �is will go a long way in
sustaining a positive academic-activity relationship in the school system.

Academic Eligibility & the Coaches Role
Head Coaches are responsible for checking the eligibility list and notifying students of their status.
Coaches will communicate high academic standards and expectations for their students daily. At the
beginning of each semester, you will be given a 6 week ineligible list that was built o�f of the last semester.
An additional list will be created at the end of the 4thweek of each semester for probation. Each
subsequent week until the end of the semester, a probation and ineligible list will be issued. �e weekly
ineligibility period will begin Monday through Sunday.

Activity Account Procedures
�eHead Coach of each programmust become very familiar with our Activity Account Procedures. A
detailed how-to-guide is available in the Athletic O�fice or by clicking here. Your ability tomanage these
accounts is an integral function of your job.

Adjunct/Volunteer Teacher Hiring Procedures & Guidelines for
Employment

Click here to view NFHS requirements which must be completed in addition to BPS hiring protocol
(background, drug test, etc.) �ese requirements must be completed prior to any interaction with
student-athletes.

Administrator Absences
�eHead Coach of the program or the highest ranking Coach of the program on site is responsible for
students, coaches, and crowd control when an Administrator is not on-site. �e Athletic Director(s)
should be notified immediately if any issues arise.

All-State Athletes at Bixby Public Schools
Head Coaches are responsible for nominating our athletes for All-State and other honors. Coaches
should ensure that they are aware of the OCA, media, membership fees, and other organization’s
deadlines. A cumulative list of Bixby All-State performers is on the Athletic Website.

Once an athlete makes All-State, the Athletic O�fice, Website Manager, and Around Campus people
should be notified by email. �e email should include the important details. �e Athletic O�fice does not
fund All-State gi�ts or jackets.
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Assistant/Sta� Coaches Job Description
Head Coaches should provide detailed Assistant Coach andMiddle School job descriptions to the Athletic
O�fice and to the coaches themselves. Head Coaches should meet with sta�f to review the expectations as
well as provide these expectations to potential candidates upon interviewing.

Athletic Class Description & Grading Rubric
All programs should provide the Athletic O�fice and corresponding High School Principal with a class
description and a grading rubric for each level of their program.

Athletic Secretary
�e Athletic Secretary supports the Athletics O�fice and its Director(s). �e position has many duties
assigned by the Athletic Director(s).

�e Athletic Secretary should not be considered to be the secretary of the coaches.�is is an impossible task
and overwhelms the position. Coaches should not ask the Athletic Secretary to type schedules, count money,
or things of that nature. �e position does not have the time to fulfill these types of requests for the
estimated sta�f members within the Department. �ese types of duties are the responsibilities of the sta�f
person.

Banquet
All major details (time, place, cost estimate) of the Post-Season Banquet should be submitted to the Athletic
Director(s) prior to the end of the season. �e banquet date will be approved and put on the main calendar.
All measures should be taken to keep the Post-Season Banquet to a minimum amount of time. Additionally,
the head coach or appointed assistant should preview the video (if there is video). It is recommended that
video be played during dinner if it is more than thirty minutes in length.

Bus Requests/Transportation Guidelines
Transportation requests should be made one month before the transportation is necessary. Visit here to
complete a request.�e request will need approval of the Athletic Director(s). Coaches should confirm their
request is on the books with Transportation one week in advance.
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Camp/Clinic Procedures
All Head Coaches will be permitted to use the school facilities to hold camps for their sport under the
following guidelines:

BPSCommunity Education Procedures can be found here.
1. �e Camps must be approved by Community Education if used for financial gain by those working that

approved camp. Upon approval, all community ed procedures will be sent via email.
2. Receipt books should be used, and all campers should be given a receipt upon payment. �ese receipt

books are available upon request.
3. �e camp shall be approved or not approved by the Athletic Director(s) before any information will be sent

out. �e Athletic Director(s) will make a decision by April. �edeadline for summer camp application
will be April 1st. (should include dates, times, facility used, cost, sta�f, grades, gender, and where the
revenue will go, concession stand issues, a/c or heating requirements, lighting requirements, camp
itinerary and anything additional should be noted). If camps are not submitted before the deadline, the
campmay not be approved.

4. Please note the deadline for submitting camps that take place during the school year shall be twomonths
prior to the start date of the camp.

5. All camps will need approval from the Athletic Director(s).
6. All camp �lyers, brochures, etc, must be approved by the Athletic Director(s) and subsequently the

Superintendent before any information is disseminated.
7. �e Athletic Director(s) reserves the right to waive, adjust, add, or delete the established guidelines if

necessary.
8. Coaches will also have their camps approved by the OSSAA by submitting the proper form and camp

itinerary to the Athletic Director(s).
9. Please note, all correspondence regarding the camp should be made through the school (this includes

mail). Do not have checks sent to your house. If receiving mail in the summertime, it is recommended
that all use the address of Administration Building, 109N. Armstrong, Bixby, OK 74008

Care & Prevention Completion & Transcript
Employees who coach in Oklahomamust have passed the Care and Prevention course o�fered at Oklahoma
Higher Education Universities. Onemay also take the class o�fered by a certified athletic trainer and show
proof of certificate of completion or take the NFHS course called First Aid Health and Safety found here. �is
is a State Department Requirement and is non-negotiable. Please make sure the Athletic O�fice receives the
transcript/certificate showing you have passed this course.

CDL Expectations from District
All head coaches in the district are required to have a coach on their sta�f acquire andmaintain a CDL license
to drive a bus. Our transportation sta�f is not equipped to handle all activity trips; therefore, coaches must
maintain this license. It is the responsibility of the head coach to ensure that they have drivers for their
programs. Coaches will be paid $25 per activity trip to drive the bus.

Changing Sports After a Season
Once a season is complete, the Head Coach will use the changing sports form listing all students who:

1. Are staying in his/her class
2. Are going to a di�ferent sport
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�is list should be sent via e-mail to the Athletic Director. A�ter receiving the list, the Athletic Director will
send the list to the counseling o�fice and the coach of the di�ferent sport(s). �e classes will be changed when
the list is received in the counseling o�fice. �e coach receiving the athletes should input in PowerTeacher the
grade which they received in the previous sport.

Changing Sports Mid-Season/Quitting
A student requesting a change in sport programs in the middle of the season or quitting must do the
following. A student must fill out the required form.�e formwill then be sent to the outgoing coach and the
incoming coach for approval.

a) If both coaches approve, then the athlete may proceed to the next sport.
b) If either coach denies, then the athlete will remain in the sport they are changing/quitting.

i. �e athlete may appeal to a 3 member committee.
ii. �e committee’s decision will be final.

c) In either circumstance, the outgoing athlete will not be able to leave the previous sport until all dues
and/or equipment is paid up or returned.

d) �e athlete changing sports will take the grade earned with him/her to be averaged with the sport
entering.

All e�forts should be made before this type of change is allowed.

Coaches’ Conduct
Coaches are expected to model behavior that is consistent with the vision, mission, and goals of Bixby Public
Schools. Furthermore, integrity, honesty, and teamwork are essential components of our coaching sta�f.
Refer to the Code of Ethics provided by NFHS.

Coaches’ Evaluations
Head Coaches are evaluated by the Athletic Director(s) for their coaching assignment. �is evaluation is
based upon National Coaching Standards which include: philosophy and ethics, safety and injury
prevention, physical conditioning, growth and development, teaching and communication, sport skills and
tactics, organization and administration, and evaluation. It is an agenda item for the Post-Season Head
Coaches Meeting. �e AD and the Head Coach will then review the evaluation together and discuss any
necessary items.

Assistant Coaches andMiddle School Coaches will be evaluated by the Head Coach of the program. �eHead
Coach will meet with the Assistant Coach/Middle School Coach and review the evaluation. �eHead Coach
will also review the Assistant/MS Coach’s evaluation with the Athletic Director(s). �e Athletic Director(s),
reserves the right to evaluate the sta�f assistant if necessary. If you have any appeals to your evaluation(s),
you have one week a�ter the review date to reply in writing to the Athletic Director(s).

Coaches’ Meetings
All coaches are required to attend.

Communication Expectations

It is the coaches responsibility to ensure all pertinent information is communicated for their respective
sport.�is includes but is not limited to: parents, students, district, media, OSSAA/OSSAA Rankings,
website, social media etc. Bixby Athletic Department will utilize SportsYou for all its athletic
communications to parents and students. Coaches should not have direct one-on-one communication with
students.
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Complete Class Rosters
All sports programs should create complete rosters. �ose rosters should mirror the rosters on the Power
School list. If they do not, the situation should be remedied immediately. Wemust be able to know where
each student is at all times. Also, the complete roster is expected to be entered into Rank One. �e rosters
must be completed and updated regularly as the rosters are used to check for the number of athletes per
sport, drug tests, physicals, etc. Athletes are NOT ALLOWED to practice or compete until all forms are
completed.

Concession Stand Procedures
�e rights to run the concession stands at BPS andmake a profit are contracted yearly through the Athletic
O�fice andmust be approved by the Board of Education. Equipment, clean up, and all other concession stand
issues are addressed within the concession stand contract. Tulsa County Health Department requires at
least one certified food service manager be in charge of the concession to adequately train and supervise
workers. Workers must also have a volunteer food handler’s license prior to working in the concession stand.
Users of the concession stand who do not manage the opportunity in a manner that is consistent with the
contractual expectations will lose the privilege to do so in the future. Please see Concessions Contract in
Activity Account Handbook for more detailed information.

Concussion Policy & Management
Coaches will follow the BOE Policy 2166 dealing with concussions. Coaches are also required to take the
NFHS Concussion training class yearly. It can be obtained by going to www.NFHSlearn.com.

�e certified athletic trainer is responsible for monitoring recovery and conditioning following the outlined
guidelines and coordinating appropriate return to play activity progression. �e certified athletic trainer will
also maintain appropriate documentation regarding assessment andmanagement of the injury.

Developing a Budget
All Coaches are expected to develop andmaintain an annual working budget. �e budget should be
prioritized. �e budget should include planned expenses for both the allocated budget and booster club
budget. �is budget should be presented at the Post-Season and Pre-Season Head Coaches Meeting.

Developing a Schedule
Head Coaches are responsible for making their sports schedules. �e Athletic Director(s) will coordinate the
football and basketball schedules with the assistance of the Head Coaches of that sport since most of these
schedules are completed by the district or conference. Schedules should be completed and submitted to the
Athletic Director(s) for approval.

Whenmaking a schedule for the upcoming year, one should utilize all available resources (district calendar
and holidays, other sport schedules, testing dates, Parent-Teacher Nights, School Open House, etc.).
Coaches should also check and confirm that their schedule is aligned with OSSAA guidelines. Head Coaches
should know and enforce these guidelines when creating their schedule.

Head Coaches should also consider Activity Absences whenmaking their schedule.

Drug Testing Policy & Coaches Guidelines
● Coaches are expected to actively inform their student-athletes on registration and payment

procedures.
● Coaches should check RankOne to ensure all their student-athletes have completed their drug test.
● Coaches should address drug awareness issues regularly with students.
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● When a Coach suspects a student-athlete of using drugs, they can fill out a reasonable suspicion form
to have the athlete tested.

Emergency Procedures
Coaches should be familiar with the BPS Emergency Procedures guidelines and have a plan on how to react to natural
disasters at their site and location. �ey should review this plan with the student-athletes in their program.

End of Year Deadlines
Coaches should be aware of all BPS deadlines for their sport and ensure that they meet those deadlines.

April 1st All tryout information should be turned in (dates, times, location, and grades, as well
as the number of students you plan to keep and why). We would also like to put this
information on the web.

Summer Camp Request and Applications due to the Athletic O�fice for consideration.

April 11th Head Coach’s sta�f request and organization due to the Athletic O�fice for
consideration.

April 15th Fundraiser requests and budget proposals due to the Athletic O�fice for consideration.

April 15th Summer date request for use of facilities due to the Athletic O�fice for consideration.

Faculty & PLC Meetings
BPS is a learning organization. We are focused on learning. Simply put, learning, both quantitatively and
qualitatively, is our business. �e purpose of the PLC structure is to purposely place groups of people in a
collaborative environment with specific charges to move the actions and results of the district toward the
vision of the highest level of learning possible for every student, every faculty member, and every day. To that
end, attendance at Faculty/PLCMeetings is required by all coaches. �e improvement of teaching and
learning in our district is the responsibility of our sta�f. However, if missed, it is the coach’s responsibility to
procure an agenda from the appropriate principal andmake sure they receive all the information that was
discussed in the meeting.

Fundraisers & Booster Club Accounts
Every year, fundraisers must be submitted to the Athletic Director(s) and/or Fundraising Coordinator for approval.
�e deadline for this process is April 15. �e details of the fundraiser must be submitted as well as the plans for
spending the fundraised money. All e�forts to minimize the amount of fundraisers should be taken and will be
evaluated by the Athletic Director(s). If approved by the Athletic Director(s) and Fundraising Coordinator, fundraisers
are submitted to the Board of Education at the July BoardMeeting for consideration.

Coaches must authorize expenditures within the Booster Club Accounts. �e expenditure must be listed on the
fundraiser and budget request. Booster Club members may request approved expenditures; however, they must be
approved by the Head Coach.
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Game Program Approval Process
Game Programsmust be approved by the Athletic Director(s) before they are printed or sold. Emailing the Athletic
Director(s) a proposed copy is the best method. If your booster club creates your program, please make sure they are
aware of the approval process.

Grades & Attendance for Athletics
All coaches should turn in grades and attendance in a manner that follows school policy. Please treat your
athletic classes in the samemanner that you would treat your academic classes.

Hazing
Athletic hazing will not be tolerated. See BOE Policy 2145.

Head Coaches Meetings
Attendance at District Coaches Meetings is required. Youmay secure the master meeting date list from the
Athletic O�fice or one can be sent to you via email. In the event you will not be able to attend the meeting, it
is the coach’s responsibility to procure an agenda from the appropriate principal andmake sure they receive
all the information that was discussed in the meeting.

All-School Homecoming
Bixby Public Schools celebrates one Homecoming. It is in the fall and will be celebrated during the football
season. It is coordinated by the High School Principal, Activities Director and Athletic Director(s). Please
note, however, it is not merely a football homecoming. Instead, it is a Bixby Public Schools Homecoming
that is celebrated during the fall Athletic season at a designated event.

Workers’ Compensation Claim Procedures

When an employee of Bixby Public Schools sustains an injury while performing activities within the scope of
their job description and during contract hours, he/she is entitled to file a workers’ compensation claim with
the district. Once an injury has occurred, it is imperative that we o�fermedical treatment to the injured
employee, whether that be treating themwith first aid, sending them to an Urgent Care Facility or the closest
Emergency Room. Please inform the employee, they cannot go to their personal physician for a workers
compensation claim.All injuries sustained on the jobmust be reported toHumanResources and theWork
CompClaim packet completed in its entirety. If the employee chooses not to seek medical attention, the
Claim packet stillmust be completed. Please have the employee sign that they are declining treatment on
page 7 of the packet.

Whenfiling a claim, pleasemake sure all steps have been completed:
● If medical attention is necessary, youmust notify Dana Gouyd or the HR Department prior to

treatment, unless the injury is life-threatening. Please see the contact information below.
○ 1st contact: Dana Gouyd, 918-366-2330 OR 918-237-3015
○ 2nd contact: Eddie Burns, 918-366-2213 OR 918-404-8027
○ 3rd contact: Jessica Turner, 918-366-2217 OR 918-892-6820
○ 4th contact: Mike Anthony, 918-366-2336 OR 918-629-5075
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○ 5th contact: LydiaWilson, 918-366-2240 OR 918-640-4048

● �e Principal or Site Supervisor must complete the “First Report of Injury” form and email to Dana
Gouyd as soon as possible.�is will ensure the claim is filed in a timely manner and the employee can
get the care they need.

● Please send the “Medical Care Authorization” form and the “InjuredWorker First Fill Prescription”
form (pages 2 and 3 of the packet) with the employee.

● �e employee must complete the “Occupational Injury or Illness Employee Report;” �is form should
be submitted to Human Resources within 24 hours of the time of the accident or injury.

● �e Principal or Site Supervisor must complete the “Occupational Injury or Illness Supervisor
Report.” �is form should be submitted to Human Resources within 24 hours of the time of the
accident or injury.

● �e Principal or Site Supervisor must submit the rest of theWorker’s Comp Packet found on theWork
Comp Google drive, to Dana Gouyd within 3 days from the date of injury.

● Employees receiving workers’ compensation benefits and/or receiving treatment under the district
workers’ compensation plan must provide Human Resources paperwork given the employee by the
treating physician, including appointment times.

● If the employee is to be o�f of work due to their Work Comp injury, the first three (3) calendar days are
considered to be a waiting period and workers’ compensation payments will begin on the 4th day.�e
amount paid to the employee by CBR is only 70% of the employee's rate of pay. (For example, if the
employee’s weekly rate of pay is $200, then CBR will pay them $140.�e employee may choose to use
their sick leave to cover the $60 di�ference so that the employee would be paid at 100% of their weekly
rate. If the employees contract hours are 6 hours per day, then 2 hours of their sick leave would be
deducted from their leave balance to make sure they get a full payroll check).
�e employee may choose one of the following: (last page of the packet).

1. �eymay use 30% of their accrued sick leave to be used in addition to their workers’
compensation benefits so that they will receive full wages until they return to work or until the
employee has exhausted all sick leave.
AND the employee may choose to use up to 3 days of their accrued sick leave to be applied to
the three day waiting period

2. �eymay choose not to use any of their accrued sick leave/personal leave during this period
while they are o�f work due to an on-the-job injury.

● A release from the doctor authorizing a return to duty is required before the employee may return to
work.�is release must list any restrictions or conditions which might a�fect the employee’s ability to
perform the essential job functions of the employee’s work assignment.

Injury Protocol in the Absence of an Athletic Trainer
1. If the injury is severe or life threatening, call 911 immediately.
2. Utilize standard first aid techniques.
3. Treat for shock.
4. Do not give anything by mouth, especially medications.
5. Stop all bleeding with direct pressure, elevation, pressure points, and bandage.
6. Apply ice to all bruises, sprains, strains, and fractures for 15-20 minutes.

a. Remember the RICE principle (Rest, Ice, Compression, Elevation).
7. Concussions should be sent to the emergency room for evaluation and care.
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8. Injured extremities should be splinted as well as the joint above and below the injured site to
minimize movement.

9. Call and e-mail the Head Athletic Trainer(s) within 24 hours to inform of the incident and the care
given so that follow-up treatment may be determined. Also, you need to fill-out an accident report. All
athletes who are seen by a physician who restricts practice or playMUST provide a written release by
physician to return to practice and play. Verbal releases are not valid.�e release must be turned into
the Head Athletic Trainer to keep on file prior to the athlete returning to practice or play.

Inventory
Coaches should present a complete inventory on the excel spreadsheet format provided by the district in
post-seasonmeetings. Inventories should be up to date and as detailed as possible. Inventories should be
sent to the Athletic Director via email.

Lettering Requirements
Coaches must maintain their lettering requirements.�ese requirements should be consistent and produced
at the Head Coaches pre-seasonmeeting. Furthermore, the Coach should present this information at the
pre-season Parent Meeting and to their athletes.

�e Athletic O�fice will provide a student their initial letter “B.” Coaches may request these letters from the
Athletic O�fice. Letters must be requested 10 days prior to the banquet. All other awards must be provided
from the specific sports program.

Locker Room Procedures
Coaches should clearly identify expectations for safety and behavior in all facets of the program including
dressing and locker room behavior and procedures and ensure that those expectations are being met. It is
strongly suggested no cell phone use in the locker room. Student-athletes should be asked to step out of the
locker roomwhen using their cell phone. Before coaches leave their facilities they are to walk through the
locker rooms to pick upmiscellaneous items, turn-o�f lights, and lock the door.

Logo Guidelines, Uniforms, Spirit Wear & O�cial School Colors
Please refer to the district website for procedures and the BPS Brand Kit.

�e o�ficial school colors of Bixby Public Schools are Royal Blue (# 286 u/c), Red (#200 u/c), andWhite
Gray/Black may be used but must be approved by the Athletic Director(s). All uniforms and gear should be
purchased in these school colors.�edesign of any uniformmust be approved through the Athletic
Department.

Bixby Athletic Department has a contract with MidWest Sporting Goods and Under Armour. Every e�fort
must be made to utilize these entities for ordering purposes. Any deviation from the use of these must be
approved by the Athletic Department.

Maintenance Procedures & Expectations
All Coaches will email a work orders to Tori Chambers at tchambers@bixbyps.org. You will copy Jaime
Snyder at jsnyderjsnyder@bixbyps.org on all work order requests. Include problem details like which
room/facility and at what site.

Emergencies: Call the Director of Facilities or Executive Director of Operations for any emergency repairs.
AdrienneMalone C 918-557-2462 Gabe Hayes C 918-237-1379
A�ter-hours 4 p.m. -7 a.m. & weekends, call 918-557-2462.
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MRSA/Skin Lesion Reporting Protocol
Athletes have unique characteristics that make them susceptible hosts for skin lesions.�ey participate in
high-risk activities and have constant assaults to the integrity of their skin, making transmission easy.
Transmission of infectious agents to the host can occur in a myriad of ways: through direct or indirect
contact, droplets, airborne routes, or percutaneous or mucous membrane exposure.Direct transmission
occurs when one infected person transfers the infectious agent to another through direct skin-to-skin
contact. Indirect transmission refers to situations in which a susceptible person is infected by contact with a
contaminated surface.

FAMILY SPECIFIC CONDITION CLINICAL FEATURES

FUNGAL INFECTIONS Tinea Capitis (ring worm) O�ten presents as itchy, scaly, bald patches on
the head, mild hair loss

Tinea Corporis (ring
worm)

Well-defined, round scaly plaques with raised
boarders. Red, itchy, circular rash with clearer
skin in the middle

VIRAL INFECTION Herpes simplex Lesions are typically found on a the head, face,
neck or upper extremities and present as
clustered tense vesicles

Molluscum Contagiosum Produces benign raised bumps, or lesions, on
the upper layers of skin, usually light-pink
pearly papules

BACTERIAL
INFECTIONS

Impetigo Bullous impetigo presents on the trunk or
extremities with raised blisters that rupture
easily, surrounded by scaly rim.
Nonbullous impetigo presents with think walled
vesicles that rupture into honey-colored crust

Furuncles/carbuncles Furuncles present as tender areas that, over
several days, develop a reddened nodular
swelling; carbuncles present as the coalescence
of multiple furuncles in a deep, communicating,
purulent mass.

MRSA MRSA generally start as swollen painful red
bumps that might look like pimples or spider
bites. Warm to the touch, full of drainage, can
be accompanied by fever. Bumps typically turn
into deep, painful abscesses. Refer immediately.
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Proper prevention andmanagement recommendationsmay include, but are not limited to:

1. Keep hands clean by washing thoroughly with soap and warmwater or using an alcohol-based hand
sanitizer routinely.

2. Encourage immediate showering following activity.
3. Avoid whirlpools or common tubs with open wounds, scrapes or scratches.
4. Avoid sharing towels, razors, and daily athletic gear.
5. Properly wash athletic gear and towels a�ter each use.
6. Maintain clean facilities and equipment.
7. Inform or refer to appropriate health care personnel for all active skin lesions and lesions that do not

respond to initial therapy.
8. Administer or seek proper first aid.
9. Encourage health care personnel to seek bacterial cultures to establish a diagnosis.
10. Cover all open wounds.

If there is a suspicious looking skin lesion on an individual, precautions must be taken to ensure the health,
and safety of the infected individual.�e following steps should be taken to contain and prevent the spread
of the disease.�e coach will remove the athlete from activity and send them to the school nurse or athletic
trainer.�e nurse or athletic trainer will inform the athlete’s parents of the concern and any actions that
should be taken.

If the lesion is determined to be contagious, the coach will inform the team of the suspected contamination
or infection while maintaining athlete’s privacy.�e coach will encourage the teammembers to follow
standard hygiene practices listed above.�e coach will not allow the athlete to return to activity until cleared
by medical personnel in writing. Written medical clearance should be documented with the athletic trainer.

NCAA Eligibility Requirements
�eNCAA Eligibility Center certifies the academic and amateur credentials of all students who want to play
sports at an NCAA Division I or II institution as freshmen. In order to practice, play and receive an athletic
scholarship, students need to meet certain academic benchmarks. An additional certification process exists
to make sure the student is still an amateur, which is necessary in order for the student to compete.

Academic Credentials + Amateurism Status = College Eligible

Forms and additional information are available from the counseling o�fice, or by visiting the NCAA Eligibility
Center here.  If you have questions about NCAA eligibility, please call the NCAA Eligibility Center toll-free at
877-262-1492.

New Students
Please make sure that a new student has been declared eligible by the Athletic O�fice before allowing that
student to participate or communicating with families. Certainly, all students must complete physical, drug
testing and concussion requirements before participation, and this includes new students (check on Rank
One for verification).

Additionally, the OSSAA new student formmust be completed by the new student and parent(s). Also, an
OSSAA formmust be completed by the sending school in regards to eligibility and other issues. Until this
process has been completed, do not allow the student to participate.
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Please refer to OSSAA Rule 9 to review procedures related to tours for prospective student athletes.

Night Crew Custodial Cleaning
Currently, BPS utilizes a contracted cleaning crew service for many of its buildings. If you are experiencing
any problems or have any questions regarding this service, please contact the Athletic Director’s Secretary
immediately. If something is unreported, the outcome will not change.

Also, the night crews will not work with people in the building. Please make sure you schedule all events that
go into the evening with the Athletic O�fice so that the Night Crew Company can be notified andmake
adjustments to their schedule.

OCA Deadlines
Coaches should be aware of all OCA Deadlines for their sport and ensure that they meet those deadlines and
ensure applicable membership fees have been paid. �is includes but is not limited to All-State
nominations.

OCA Region Meeting Attendance Expectations
All District coaches are expected to attend these meetings. �ere are three meetings per year. �ose who will
not be able to attend should notify the Athletic Director beforehand.

OSSAA Academic Achievement Awards
Head Coaches should be aware of the OSSAA Academic Achievement deadlines and submit their rosters to
the Athletic Director at least threeweeks prior to the deadline. Head Coaches are also responsible for
making sure the list is correct and submitting it for signature to the Athletic Director. �e Athletic Director
will submit to OSSAA.

OSSAA Contacting
A coach should never contact the OSSAA directly without authorization from an Athletic Director. �e
Athletic Director(s) and/or OSSAA Voting Delegate is responsible for all communications with the OSSAA.
Permission will be granted in specific cases deemed appropriate.

OSSAA Deadlines
Coaches should be aware of all OSSAA Deadlines for their sport and ensure that they meet those deadlines.
Copies of these deadlines are available online at the OSSAA website and in the Athletic O�fice.

OSSAA Ranking Program
�eOSSAA ranking program is used as a tool in recognizing strength as determined by coaches in their
respective activities. It is mandatory that results from each regular season contest in the activities of
baseball, basketball, football, soccer, so�tball, volleyball, wrestling (all match scores and team results of
invitational tournament, and golf (team scores) be entered into the ranking programwithin 24 hours of the
conclusion of the contest throughout the season. Once any athletic activity, with the exception of Cross
Country, Track and Field, Swimming and Tennis, enters the play-o�fs for their respective activities, those
results must also be entered within 24 hours of the conclusion of the play-o�f contest.
A roster for each team and a team photo should be uploaded to each team page on the Rankings site.

PENALTY: Any coach failing to report the score within 24 hours of the conclusion of a contest will initially be
notified in writing of his or her failure to comply by OSSAA Sta�f. A copy of that correspondence will be sent
to the coach’s school administrator as well. A second incident of failure to report will result in the coach
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being placed on warning for a period of one year. A third and each subsequent failure to report will result in
the suspension of the coach for the next contest.

OSSAA Rules Meeting
All Head coaches are expected to attend their sports rules meeting. If you choose not to attend this meeting,
then the OSSAA will put the coach on suspension for all interscholastic competitions until he or she comes
into compliance.

OSSAA Tournament Sanction
It is preferred that head coaches file the OSSAA tournament application with the Athletic Director(s) byMay
31st of the year prior to the ensuing tournament year. �e tournament application is listed in the appendix of
this handbook as well as on the OSSAA website.

Out of State/Overnight Travel
BPS Overnight/Out of State Guidelines
Overnight/Out of State Approval Form

In addition to the activity absence approval form, Bixby Public Schools has a very detailed approval process
for the purpose of out of state and/or overnight trips.�ese trips require administrative or board approval
and should be submitted at least three months in advance via the form above.

Participation Policy – 7th Grade
SPORTOFFERINGS 8thGrade through 12thGrade*

FALL
Cheer
Cross Country
Dance
Football
So�tball Fast-Pitch
Volleyball

WINTER
Basketball
Cheer
Dance
Swimming
Wrestling

SPRING
Baseball**
STUNT
Golf
Soccer**
So�tball Slow-Pitch**
Tennis
Track

*7thGrade Exception: 7thGrade students may be allowed to participate if not enough 8th graders try out or
come out for a particular team. In such cases, the Head Coach shall petition the Athletic Director for the
inclusion of one or more 7thGrade students to be included on the team, if the Head Coach feels it
necessary in order to have a su�ficient number of players for a complete team.
** Bixby Athletics does not currently o�fer these sports at the MS level.

Philosophy on Specialization at BPS
Participation in as many activities as possible should be encouraged by our entire sta�f. At no time
should a coach attempt in anyway to persuade a student to specialize. �is includes telling the student
that they have a brighter future in college in one activity versus another. Coaches should cooperate to
ensure that we give students a diverse opportunity base and education.

Physical Policy & Coaches Guidelines
All students must have a completed physical signed by the physician and parent in order to participate
(that includes practice). DONOTALLOWASTUDENTTOPARTICIPATEUNTIL THIS ISONFILE.
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Coaches should not take the physical form from the students. Physicals should only be accepted by the
Trainer or Athletic O�fice.

Player Injuries & Athletic Training Issues
Coaches should work closely with our Certified Trainer for all athletic injuries. Coaches should
communicate all injuries and should file an injury report with the Certified Athletic Trainer if there are
any injuries of significance. Lastly, coaches should communicate with the Certified Athletic Trainer
regarding physicals, drug tests, or any other questions andmake sure that the trainer has an updated
team roster. Two specific forms: physical form and parent consent formmust be turned into the
Certified Athletic Trainer.

Posting Signs, Flyers, or Brochures in the District
�e district does not allow any distribution of paper materials to school sites. All �lyers should be
submitted via email to the Athletic Department to be distributed on PeachJar.

Promotion of tryouts, schedules, events, camps, etc. should be pushed out via�rillshare/Apptegy, school
website, email, text, and social media as applicable.

Procedures for Making Changes to Schedule
Any changes made to the schedule should be communicated to all appropriate parties including the
Athletic Director by the head coach. Schedule changes are discouraged unless absolutely necessary. �e
head coach will coordinate with maintenance, custodial, transportation, district master calendar, and
other necessary parties.

Professional Development & Procedure for Coach’s Clinics
�ere are three types of clinics: in-state, out-of-state and guest speaker/presenters. To attend one of
these types of clinics youmust fill out the clinic request form. Out-of-state clinics funded by the Athletic
Department will need to be approved based on the three-year cycle (see table below). Individual sports
may request approval at any time to attend clinics funded by their program.

�eprocesswill be as follows:
1. Complete clinic request form.
2. Get appropriate approvals
3. Submit completed form to Athletic Director
4. Upon approval of participation

○ Fill out Report of Absence Form
○ Obtain the appropriate p.o. numbers out of correct account
○ Airline tickets and travel arrangements should be made using the school credit card (see

treasurer)

OUT-OF-STATEROTATIONFORCOACHESCLINICS
ROTATION ROTATION ROTATION

23-24 24-25 25-26
Football Cheer Baseball
Golf Dance Basketball

Swimming Soccer Cross Country
Track Tennis So�tball
Trainer Swimming Volleyball
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Publicly Criticizing Contest O�cials & School Representatives
A school representative who publicly criticizes a contest o�ficial, and any contest o�ficial who publicly
criticizes a school representative in connection with a contest, meet, or tournament is subject to
sanctions. �emember school represented by an individual who publicly criticizes a contest o�ficial may
also be subject to sanctions if the school fails to take appropriate action in response to the school
representative’s public criticism of the contest o�ficials. �e sanctions could include warning or
suspension. Public criticism includes, but is not limited to, comments made to the media or during a
broadcasted event, and comments made in a public forum.

Publicity Release
All participants will complete a publicity release for each athlete. �is release will give permission to use
the athletes name, likeness, image, voice, and/or appearance as suchmay be embodied in any pictures,
photos, video recordings, audiotapes, digital images, and the like, taken or made on behalf of Bixby
Athletics.

Record Holders at Bixby Public Schools
An e�fort is currently on-going to organize a list of records for Bixby Public Schools. Your help in this
matter would be greatly appreciated.

Reimbursement Procedures
Coaches must procure a PO number before making the expenses that will require reimbursement. �e
PO request should include all the basic PO criteria. It should be noted that coaches may not be
reimbursed for meals in which there is not an overnight stay. �emeal reimbursement form is included
in the Activity Account Handbook. Per Diem andmileage rates are subject to change quarterly during the
year.

Relationship with Game O�cials
Expectations for relationships with o�ficials are consistent with our vision statement, mission statement,
belief statements, and goal statements. Certainly, we take pride in our high integrity, standards, and
conduct in these particular relationships. Any criticism or real problems with o�ficials should be handled
in a professional manner. If a coach is ejected from a sporting event while coaching, the OSSAA requires
a coach to take “Teaching andModeling Behavior” from the National FederationWebsite
(www.n�hslearn.com) before being reinstated.

Request for Funds Procedures
1. Submit your detailed request to the Athletic Director(s) by the 10th of eachmonth.
2. Your request/proposal should include what, why, how many, and include as much information as

possible. Include your name, group and number of kids the purchase would a�fect.
3. Your request/proposal should include a rationale as to why you cannot make this purchase

through your activity account or fundraising.
4. �e Athletic Director(s) and committee will prioritize the submitted request.
5. �ose things which are at the top of the list and can be purchased within the budget will be

purchased within the year.
6. �ose items that do not fall within the committee selected priority list will be updated to the next

month’s list to be considered once again.

Required Coaching Certifications/Trainings
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1 Time Training Annual Training - Yearly A�ter July 1st

NFHS Fundamentals of Coaching Sudden Cardiac Arrest

Care and Prevention/First Aid Concussion Training

CDL – renew upon expiration Heat Training

CPR – renew upon expiration ---------------------------

School Bus Extracurricular Use of
See BOE Policy 6136.

Senior Night Activities
Senior Night should take place on the last regular season home game when possible. It is the
responsibility of the Head Coach to submit an agenda of Senior Night Activities to the Athletic Director
twoweeks prior to the date. Dates for all Senior Night activities must be added to the district
calendar/website.

Shutting Down, Waiting with Students & Locking Up
Coaches are responsible for shutting down and securing facilities as well as being responsible for
students until they are picked up by parents. No coach or sta�f should ever leave a student at a site alone
orwithout a supervising adult.

State Event Procedures for Request and Payment of Meals, Travel
& Expenses

1. �e coach of the sport that is participating should complete an electronic Purchase Order Request
Form. �is request MUST include the event they will be attending, the date(s) of the event, when
leaving, the total number of students involved and the number of meals involved listed by days
(Friday: 1 meal, Sat: 2 meals, etc.)

2. When the coach has completed this information, the request will need to be sent to the Athletic
Director(s).

3. When acknowledged and approved by the Athletic Director, they will add any additional
information and forward the PO Request Form to the Bixby Public Schools Treasure.

4. �e treasurer will print out the Request and submit to the Superintendent for approval and
signature.

5. When approved, the BPS Treasurer will give the signed PO Request to the Accounts Fund Enc.
Clerk who will issue a Purchase Order number. A copy of the PO will then be forwarded
electronically to the Athletic Director and Coach involved as confirmation.

6. When the PO for a meal per diem request is completed, Accounts Fund Enc. Clerk will give a hard
copy of the PO to the Activities Clerk.

7. �e Activities Clerk will print the check, the receipt of check form and the student receipt
signature form. If a phone number to notify the coach is provided on the paperwork, she will call
when the check is ready. When the check is picked up, a “Receipt of Check” formmust be signed.

Reminder: Any/all unused meal per diem is to be turned in for re-deposit the next work day a�ter the
event alongwith the signed student “Receipt ofMeal Per Diem” sheets.

If overnight, please refer to those procedures.
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Student-Athlete or Coach Ejections
A report (verbal and letter form) of any player or coach ejection must be made directly to the Athletic
Director(s) no later than the followingmorning. OSSAA policy will be followed to the letter in these
cases.�e Athletic Department may require additional requirements before resuming coaching or
playing.

Student-Athletes Driving on Campus or Leaving Campus Early
Student-Athletes are not permitted to leave early or drive 6th period unless their parent/guardian has
requested prior Administrative Approval due to unforeseen circumstances.

Sunday Activities
It is the policy of Bixby Public Schools that no sport shall require or conduct practices, games, or
meetings at any time on a Sunday unless prior Administrative Approval has been given.

Team Honors & Awards
All team honors and awards should be submitted to the Athletic O�fice. �is will allow the information to
be shared publicly. During the Post-Season Head Coaches Meeting, a comprehensive list of these awards
should be included in your documents presented to the Athletic Director(s) for historical purposes.

Vertical Alignment
All Head Coaches should provide a written plan for vertical alignment. �is plan must be presented in
the Pre-Season Head Coaches Meetings. �is document should provide evidence of a building block
approach of program development from 8-12 grades. �is plan should include terminology, philosophy,
fundamental, and o�fensive and defensive concepts. All Assistant andMiddle School Coaches should be
educated about this plan. �is plan should be improved and updated on an annual basis.

Violation of Contest Limits of Teams/Individuals
When a violation of OSSAA’s Constitution, Rules, Regulations, or Policies has been determined to have
occurred, the Executive Director of OSSAA is authorized to impose sanctions or remedies.

Volunteer(s)/Hours
Volunteers (parents, TCC students, etc.) must be BEST trained and complete a background check before
working with or around students. Volunteer hours must be tracked. Please ask for the excel spreadsheet
for tracking hours. When a volunteer is done, the hour sheet will need to be turned into the respective
principal at the level where a volunteer was utilized. i.e.High School, 9thGrade,Middle School

Weather Practice Policies – Heat
�e Athletic Department will follow the OSSAAHeat Policy and BPS Heat Policy found in the documents
appendix. By OSSAAmandate coaches are required to complete the NFHS Acclimatization and Heat
Illness Prevention Training at www.n�hslearn.com, annually. PerryWeather will be utilized to monitor
weather and lightning.

Weather Practice Policies –Winter
NO practice outside when the temperature is 32 degrees and below.

Documents Appendix
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BOE 2149 DRUG-FREE SCHOOLS: TESTINGSTUDENTS
BOE 2150DRUG-FREE SCHOOLS : EXTRA-CURRICULAR/PARKERS

BPSHEATPOLICY
KEYPOLICYANDRESPONSIBILITIES

ACTIVITYACCOUNTS PURCHASEORDERFORM (POREQUEST)
REASONABLE SUSPICIONDRUGTESTING FORM

SUMMERCAMPS/CLINICS (OSSAAREQUIREMENTS)
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Key Policy &Responsibilities

Policy e�fective date:  January 7, 2005

Please review and be advised of the following program for key security.  �is will include: 
1. Each principal/director checking keys in at the end of each school year or allowing the

teacher/sta�f member to sign for the key if he/she wished to keep it over the summer.
2. Each principal/director would collect keys from those who were no longer employed by our

district (or we would hold the ex-employee’s check until they complied or paid for new tumblers).
3. Assuring that keys checked out to sports groups for youth sports activities are limited to the sport

that person is sponsoring and that the keys are returned to the Activities Director at the end of
each season.

4. Keys that are checked out to Contractors for construction purposes are limited to the job site or
area that the contractor is working on and the keys are to be returned to the Facilities Director
upon completion of the job.

5. Designating all new keys with a Spartan head imprint to perhaps curtail copying of keys or at least
let us know if the individual had the same key that was originally issued.

6. Expecting all those who require a key as part of their employment to assure the safety of the key(s)
entrusted to them.

7. Expecting that those who wish to have keys/are required to have keys understand that the loss of
that key will result in a cost to the individual for the replacement of lock tumblers that their key(s)
operate.

It is not feasible for the school district to absorb the total cost of lost keys.  �e actual key cost is
insignificant.  �e changing of tumblers becomes a considerable sum depending upon the number of
locks involved.  For example, if 1 person loses 1 key to a building:

          
  20 Door Bldg w/10 people                                               70 Door Bldg w/70 people
(1.) 20 x $60.00 to re-key each tumbler     =    $ 1200.   (2.) 70 x 60.00 to re-key each tumbler    = $4200.  
       10 x $5.00 for each replacement key   =           50.         70 x 5.00 for each replacement key  =     350.
                                                             Total   $1250.                                                 Total $4,550.

Bixby Public Schools employees who lose keys will assume a portion of the cost of replacement
(Maximumof �500).  All others will assume total cost of lock replacement.  �is is not a punitive
action.  We understand that convenience for our sta�f members in entering buildings is important. 
With that convenience comes the responsibility to assure the safety of the keys entrusted to the
individuals, as well as the consequence if the key(s) are lost.

Please note: By accepting a school facility key, you understand and accept the guidelines of this policy.
                                                           
Sign:  __________________________________

Print Name: ___________________________________
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**Complete this form electronically viaWengage**
Activity Accounts Purchase Order Request Form 

                 
                 

FY FUND
PROJECT

REPORTING FUNCTION OBJECT PROGRAM SUBJECT
JOB

CLASS
OPER.
UNIT

                 
                 

FR
OM

BIXBYPUBLIC SCHOOLS     DATE OF REQUEST:  
109N. ARMSTRONG          
BIXBY, OKLAHOMA 74008          

                 

TO

    SPECIAL INSTRUCTIONS
   

 
   
   

                 

 
Qty

Requested Name, Catalog No., Kind, Size, Description Unit Cost Total
1       $ -
2       $ -
3       $ -
4       $ -
5       $ -
6       $ -
7       $ -
8       $ -
9       $ -
10       $ -
11       $ -
12       $ -
13       $ -
14       $ -

            Subtotal $ -

           
Estimate of Shipping

(15%) $ -
            Total $ -
                 

Requested by:   Approved By:    
                 
REMARKS (State need and use for these materials):        

 
                 

THIS ISNOTAPURCHASEORDER. �is form, when completed, should be presented to the administrator in charge of type of purchase. AFTERAPPROVAL
ANDCODING, it will be presented to the business o�fice for processing. �e purchase order, with a purchase order number, will be returned to you to place the order.

*Use this formonly for regular season games to requisition for o�ficials, security, workers, etc.
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