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S e c t i o n  1
ACTIVITY SPONSORS’ 

HANDBOOK
Student 

Activities 
Philosophy

The primary purpose of the Student Activities program is to meet those school-related interests 
and needs of students beyond the curricular program of the school. The activities program refers 
to classes, intramurals, fine arts and interscholastic programs. The following is a list of objectives 
for the activities of all students:

1.	 Learn how to use leisure time more wisely.
2.	 Expand and use constructively unique talents and skills.
3.	 Increase new vocational and recreational interests and skills.
4.	 Develop more positive attitudes toward the value of vocational and recreational activities.
5.	 Boost their knowledge of and skill in functioning as leaders and/or as members of a group.
6.	 Develop a more realistic and positive attitude towards themselves and others.
7.	 Encourage a positive attitude toward school as a result of participation in the student 

activities program.
8.	 Understand and participate in the democratic processes of an organization.
All school-sponsored interscholastic activities of member schools are conducted in accordance 

with Anchorage School District Rules and Policies. Additional standards may be established by 
each school for its own students.

Sponsor’s 
Responsibilities

A sponsor has a great deal of influence on the success of a student group and activity. A student 
group is often a mirror image of a sponsor’s interest and enthusiasm. The following criteria is the 
responsibility of the sponsor of any Anchorage School District middle school activity. The sponsor 
should:

1.	 Supervise all participants and stay until all students leave the school to go home.
2.	 Assure that activities are scheduled on days that school is in session.
3.	 Assure that activities are not scheduled on any of the cultural and religious dates of sig-

nificance.
4.	 Attend all meetings and activities.
5.	 Obtain administrative approval for posters and bulletin announcements. Posters, bulletins, 

fliers or displays must not depict alcohol or drugs or their use unless they are a part of an 
administration-approved drug/alcohol use prevention program. 

6.	 Account for all uniforms, supplies, and equipment used during the school year.
7.	 Provide leadership.
8.	 Promote positive student interest, enthusiasm, and leadership.
9.	 Obtain approval of the school administration for all activities.
10.	 Discuss with students pros and cons of all projects.
11.	 Sign all purchase orders.
12.	 Follow-up with students to make sure they are fulfilling their responsibilities.
13.	 Encourage good academic standing and ethical behavior for all members of the organization.

Student 
Government

Each middle school may have a student government or council which is established and 
organized through its respective constitution and by-laws. The delegation of authority and 
responsibility for each school’s government may vary between schools.

Each student government has a sponsor, whose responsibility is to advise and to assure that the 
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Student 
Government

(continued)

organization operates efficiently, effectively and within the established guidelines and policies. 
Some of the responsibilities may include:

1.	
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Fund Raising
(continued)

signed by the principal(s) of the participating school and the appropriate business estab-
lishment.

3.	 A copy of each executed contract generated through the RFP process must be forwarded 
to the district’s purchasing office.

4.	
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Food Service 
Policy

(continued)

packaged ice cream bars, for example), coffee served using only single service items and using 
non-dairy creamers, and whole fruits and vegetables.

5.	 Are there any restrictions about how or where the food is prepared?  
Vendors are required to store food, equipment, utensils and supplies at a facility approved 

by the Department of Health and Human Services (DHHS). Any preparation of food or 
cleaning of equipment and utensils that is not conducted at the event location must also occur 
at the approved facility. 

Foods may not be prepared or stored at a home or at an unapproved site. 
6.	 How do I apply for a permit from DHHS?  

To avoid a late fee, vendors must apply for a permit from DHHS at least 7 days prior to 
the planned opening of their facility. Permit applications may be obtained: 
•	 Monday through Friday from 8 a.m. to 5 p.m. (4:30 p.m. on Friday) at DHHS, 825 L 

Street, 5th Floor in Anchorage. 
•	 At www.ci.anchorage.ak.us/healthesd/sanity.cfm. 

7.	 Do I need anything else in order to obtain a permit? 
Yes. Permit applications cannot be accepted unless a food manager certificate is included 

with the application. To become certified, vendors may take the Temporary Event Food 
Protection Manager Certification Exam between 8 AM and 3:30 PM at DHHS. The cer-
tificate is issued immediately upon passing the exam and is valid for three years. The exam is 
based on the Serving Safe Food in Alaska handbook which can be obtained at DHHS and is 
also available on the website above (see Question 6). The cost of each temporary food manager 
exam is $10, payable prior to the exam. 

Vendors who have completed a DHHS-approved 4 or 8 hour food protection manager 
certification program (ServSafe, for example) and have passed the associated written exam 
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Food Service 
Overview

(continued)

b.
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Food Service 
Overview

(continued)

Example: Concessions sold in the gym area at school athletic events.
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S e c t i o n  2
ATHLETICS

All policies and procedures not mentioned in this handbook 
must be consistent with Middle School Administrators’ Manual  

and Anchorage School Board policies.

Philosophy An athletic program should contribute to sound educational objectives when properly orga-
nized and conducted and should be an integral part of the school’s programs. The better the 
athletic programs are organized and conducted, the greater will be their contribution to the edu-
cational goals of the District and to the personal needs of the students. The fact that the programs 
are well organized does not necessarily mean an over-emphasis on sports, but rather an assurance 
that they are being efficiently administered with maximum benefits accruing to students.

The Department of Physical Education and Athletics must promote strong health, physical 
education and intramural programs that encompass both boys and girls. Through such programs, 
the needs of most of the students are met. However, there are still a large number of students who 
have the talent and desire to go far beyond the daily instructional and intramural programs. These 
students, as well as other students who are less physically gifted, can obtain added benefits and 
fulfill additional needs by participating in a well designed interscholastic athletic program.

Although winning in sports is a major objective and a tremendous motivating force, it is not 
considered to be the goal of athletic participation. More important than winning are the changes 
that take place in the participant, in the nature of becoming a more useful and loyal citizen, in the 
desire to achieve excellence, in living a more healthful and purposeful life, in the respect for the 
dignity of others, in the willingness to make a personal sacrifice for the benefit of the team, and in 
living by a high code of conduct. These become the more lasting benefits of athletic participation 
for the individual.

Objectives of 
the Athletic 

Program

A school’s athletic program serves many purposes and increases advantages for students who 
participate directly or indirectly. Opportunity for total fitness improvement is accrued to the 
students who participate.

1.	 Physically-participating in progressively more difficult conditioning exercises, drills, 
skills, and contests. The players will be striving for higher levels of development in speed, 
strength, endurance, balance, agility, coordination, flexibility, timing, life-long fitness and 
good body aesthetics and mechanics.

2.	 Mentally-through learning the history of sports and developing an appreciation for 
sports, learning the rules of the games and team strategies, assuming leadership, and 
responsibilities commensurate with one’s age and maturity.

3.	 Emotionally-through self and team discipline by demonstrating good sportsmanship 
and, learning to give and take on a friendly basis of rivalry. Participating in sports should 
serve as a motivating force for the student to do better in school work through the devel-
opment of the qualities of courage, tenacity, alertness, and resourcefulness. Participating 
also serves as an outlet for a student’s emotional stresses.

4.	 �Socially-through service to school and community by developing respect for the dignity 
of mankind, respect for the rules of the game, respect for public and private property, by 
developing social courtesies of the game and loyalty to self, team, school, and community.

It provides opportunity to excel and to strive to win within a framework of good health prac-
tices and established rules.

It contributes to good school spirit and provides opportunities for wholesome competition.
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Coach’s 
Responsibility

(continued)

7.	 Appointing or supervising the squad selection of a captain or captains.
8.	 Ensure that all students must ride the school bus to and from “away” school activities 

unless transported by his/her parent/guardian and signed out with a coach.  
9.	 Traveling with the team when transportation is provided, unless otherwise authorized by 

an administrator.
10.	 Assuming the responsibility for being with team members at all practice sessions, clearing 

locker rooms, practice areas at the end of practice, and supervising team members until 
student transportation has arrived.

11.	 Assuring that practice generally takes place on days that school is in session.
12.	 Assuming the responsibility for maintaining and submitting an accurate roll book which 

includes date of entry and dates of practice for all students participating in the interscho-
lastic sport.

13.	 The using of district and division-approved forms is required (e.g. Attendance and Away 
Meet Check-out forms).

14.	 Assuring student have paid applicable fees, maintaining a copy of the Health Examination 
Form, Middle School Activity Participation form, which indicates parent notification of 
eligibility and participation requirements for participating students and the clearance from 
the school office. Must have these copies with the squad at every contest.

15.	 Coaches should make every effort to work with students and their parents if problems 
should arise. Communication with parents is encouraged. 

16.	 All injuries which occur during practices and competition that require attention by the 
coach or a medical professional (EMT, nurse, doctor, etc.) must be promptly reported 
to the administrator in charge. Injuries must then be reported on the District Incident 
Report form in accordance with the ASD Safety Handbook within 24 hours, and submit-
ted to the building administrator.

17.	 Notify the Assistant Principal and the player’s parent if a student is in jeopardy of being 
dropped from the activity, providing the reasons for dismissal. 

18.	 When hosting an event, assure that:
a.	 Schools are sent the needed information on time.
b.	Teams arriving are met as they step off the bus. Arrange for seating, storage and bath-

rooms. For most middle school events, dressing and showering will occur at the school 
of origin.

c.	 First aid equipment is made available
d.	Security of personal items has been provided.
e.	 Visiting schools are given the “red carpet” treatment.

19.	 Submitting a budget for new equipment, supplies, etc., to the assistant principal within 
two weeks following the end of the sport season. All purchases of athletic equipment and/
or supplies must be routed through the Assistant Principal.

20.	 Assuming the responsibility for completing the Lost Equipment Form at the end of the 
sport season and for contacting parents regarding return of or payment for lost or dam-
aged equipment or uniforms.

21.	 Assuming the responsibility for completing the Coach’s End-of-Season Check List within 
two weeks after the end of the sport season

22.	 Making recommendations to the Athletic Director and the Assistant Principal for improv-
ing the administration of the sport.

YOU, AS A COACH, ARE EXPECTED TO:
1.	 Demonstrate good sportsmanship at all times.
2.	 Have and show respect for your opponent; treat them as guests.
3.	 Accept and abide by the officials’ decision.
4.	 Set a good example for others to follow. Public protests can only lead to similar behavior 

by the players and spectators.
5.	 Use appropriate language. Refrain from any profanity and derogatory comments at all 

times.
6.	 Maintain self-control at all times.
7.	 Teach the values of honest effort in conforming to the spirit as well as the letter of the 

rules.
8.	 Provide opportunities for social interaction among coaches and players of both teams 

before and after the contest.
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9.
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Procedures for 
Coaches

(continued)

•	 Monitor student; call parents if you have any suspicion of potential injury 
and recommend medical follow up as appropriate.

III.	 EQUIPMENT
a.	 Sports equipment will be secured in appropriate storage areas.
b.	Coaches will meet with the Assistant Principal for equipment needs.
c.	 Uniforms issued to an athlete is his/her responsibility for return or replacement. If the 

equipment is neither returned, replaced nor paid for, a certificate/award shall not be given 
plus other sanctions against the athlete may be possible.

d.	Athletic uniforms are to be worn only during sponsored practices, activities, assemblies 
and on game days. All uniforms must be returned to the coaches no later than one 
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Interscholastic 
Participation 

and Eligibility 
Requirements

Eligibility
1.	 To be eligible to participate in the middle school interscholastic activities program, a stu-

dent must fulfill all requirements listed below:
•	 Be currently enrolled as a full-time student of the Anchorage School District;
•	 Be in good standing;
•	 Pay participation fee per sport or be eligible for a sports fee waiver;
•	 Have a current physical on file in the office. Please note that a CURRENT 
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Intramural 
Participation 

and Eligibility 
Requirements
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Conditions 
of Student 

Participation
(continued)

Under School Jurisdiction
Students who violate the drug/alcohol rules will be subject to:
a.	 FIRST OFFENSE FOR POSSESSION OR USE - Suspension in accordance with 

Anchorage School District Regulations. Loss of practice and athletic participation dur-
ing the suspension. Completion of the appropriate Drug/Alcohol unit before resuming 
eligibility.

b.	SECOND OR SUBSEQUENT OFFENSE FOR POSSESSION OR USE, OR 
FIRST OFFENSE FOR SELLING, DISTRIBUTING, OR ATTEMPTING TO 
SELL - Suspension or change in placement in accordance with Anchorage School 
District Regulations - Loss of practice and athletic participation during the suspension 
or change in placement. 

F.	 CRIMINAL ACTS
Students who commit criminal acts as defined in the ASD Statement of Student’s Rights 

and Responsibilities will be removed from the team for the remainder of the season.
1.	 The school will conduct an investigation independent of the Police.
2.	 The student may appeal the finding of the investigation to the school principal.
3.	 The student shall not participate in the team’s activities until the appeal process is com-

pleted.

Denial of 
Participation

The following regulations shall be observed in the administration of the extracurricular activity 
program. All students are expected to comply with local, state and federal laws and the rules 
and regulations of the Anchorage School District. In all cases the Superintendent or designee 
retains the right to review and revise any disciplinary action.

A.	 �General
1.	 The Anchorage School District Conditions of Participation shall apply to all athletic 

teams, music groups and clubs. In addition to these general rules each advisor or coach 
may develop specific rules for his/her particular group or team. These rules must be 
signed by a parent/guardian and coach to be placed on file with the assistant principal. 
Students are to be notified in writing of both general rules and the group’s specific rules 
by the coach or advisor.

2.	 The group’s advisor or coach must administer reasonable disciplinary action of viola-
tion of these rules including suspension from the activity for a temporary period or 
removal from the activity altogether.

3.	 Violation of athletic, music or club general rules may result immediately in suspension or 
removal from the group by the advisor or coach. In these violations the advisor/coach must 
follow the procedures as outlined in B and C below.

4.	 Violation of the advisor’s or coach’s specific rules may result in suspension from the 
team only; however, before denying participation in the activity, the advisor should 
communicate with parents, discuss the situation with the student and administer other 
appropriate disciplinary action.

5.	 In all cases, the Superintendent or designee retains the right to review and revise 
any disciplinary action.

B.	 Denial of participation
1.	 Denial is defined as any suspension less than a permanent denial of participation.
2.	 When an advisor or coach intends to deny participation of a student in an activity or 

team for disciplinary purposes for violations of the Conditions of Participation, the 
coach or advisor shall submit specific and complete details of the proposed disciplin-
ary action to the principal. The principal shall notify Secondary Education. The 
proposed action shall be reviewed by the principal prior to the imposition of the 
sanction.

3.	 When an advisor or coach denies participation of a student in an activity group, the 
student must be informed of the intended action. It is then the responsibility of the 
advisor/coach to discuss the situation with the student and then determine whether or 
not to deny the student participation. If the student is denied participation, the advisor/
coach must complete the applicable denial of participation form.

4.	 The student may appeal the denial of participation within 24 hours of the action to 
the principal or designee. The principal will conduct an informal hearing. The decision 
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Denial of 
Participation

(continued)

will be final. Such appeal must be conducted within two school days after the appeal is 
received, unless by mutual agreement there is an extension in the time period.

5.	 Procedures for conducting the appeal hearing are as follows:
a.	 The assistant principal shall serve as chairperson of the appeals committee.
b.	 The advisor/coach who is denying participation will present reasons for 

the denial.
c.	 The student and/or parents may then present evidence or reasons why the 

student should not be denied participation.
d.	 The student has the option of being represented at the appeal hearing; 

however, the hearing is not a legal process.
e.	 The appeal board shall make its decision with 24 hours of the hearing to 

either uphold, modify or repeal the denial of participation.
f.	 During the appeal process the student shall not participate in the 

group’s activities.
g.	 The decision of the appeal board will be based upon generally accepted 

parliamentary procedures with a majority vote of the members of the ap-
peal board necessary to take action.

h.	 The appeal board is responsible for notifying the student in writing of its 
decision and the reason for the decision.

i.	 There is not provision for appeal beyond the appeal board in the case of a 
temporary denial of participation in an extracurricular activity.

C.	 Administrative Review 
In all cases the Superintendent or designee retains the right to review and revise any 
disciplinary action.

Dual 
Participation

1.	 A student may participate in an activity sponsored by an organization other than the 
District while competing during the same season in the same activity sponsored by the 
District.

2.	 A student may participate on more than one team within the school during the same sport 
season with prior approval by the school Administration

3.	 All student athletes must accomplish ten (10) separate days of physical practice in the 
same sport activity prior to the first day of competition. When a student is participating 
in a recognized school sport activity or is participating in a nationally recognized activity 
in the same sport, which over laps the beginning of another recognized sport season, the 
school Administration may waive up to five (5) practices. 

Sports Activity 
Coordinator

Each school will be assigned to coordinate one or more specific activities annually. The desig-
nated administrator/coordinator will be responsible for the following:

1.	 Two meetings per year (minimum) will be chaired by the administrator in charge of the sport. 
Coaches are expected to attend. One of the meetings will be held before the season begins 
and the second after the season ends.

2.	 All coaches’ recommendations will be presented to the assistant principals through the 
coordinator as well as all requests for a coaches’ representative to speak at a principals’ 
meeting.

3.	 Minutes of coaches’ meetings will be kept. A list of schools represented must accompany 
the minutes and a vote must be recorded for each recommendation.

4.	 Items for the agenda must be submitted in advance so the agenda can be distributed to all 
schools prior to the meeting.

5.	 The middle school administrator/coordinator is responsible for the preparation  
of the meet schedule and arranging for officials. A copy of the schedule will be submitted 
to the assistant principals. Any schedule changes must be reported to assistant principals 
and the officials involved.
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Administrative 
Procedures 

for Additional 
or Voluntary 

Coaches

The Anchorage School District has allocated adequate coaching positions to maintain the necessary 
safety and supervision of the activity program. Schools are expected to adhere to the allocated staff in 
order to maintain equity between programs and to stay within ASD budget guidelines. However, 
additional coaches may be necessary based on need.
Procedures for Hiring Additional Staff

1.	 All additional staff allocations must be requested and justified in writing. All requests 
must be approved by the Executive Director of Secondary Education.

2.	 All funds to support additional coaching addenda must be from approved ASD funding 
sources.

3.	 Established ASD hiring practices will apply to hiring of additional coaches.
4.	 Established ASD training requirements will apply to any additional staff hired.
5.	 Additional positions are approved on a year-by-year basis.

Sharing of Allocated Addenda
The pay range established by the negotiated agreement has been determined to be a fair com-

pensation for the job to be performed. Staff members may work part-time and split an addendum 
when total combined time worked is equal to the full-time position. Any other reduction or real-
location of this standard rate of pay requires approval of AEA. Employees may not agree to work 
full-time for less than the negotiated agreement. Intramural sponsors will be compensated by the 
40-hour intramural addendum. 
Volunteer Coaches

Many ASD programs have parents and interested community members willing to volunteer 
to aid in program development. The philosophy of the ASD encourages parents and community 
members to be part of the school programs. Volunteers are welcome to assist in a variety of ways. 
Most of these jobs are identified and delegated by the staff member in charge of the activity, how-
ever, those volunteers that are interested in serving as a “Volunteer Coach’’ must meet the same 
standards expected of any other ASD coach that assumes major responsibility of supervision of 
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S e c t i o n  3
TRAVEL

Student Travel 
Approval

Travel is permitted under certain restrictions. If there is an overnight trip that is organized 
by or in the school, approval must be obtained from the principal and the Secondary Executive 
Director or designee.
Behavior expectations

Student participating in travel activities are to conduct themselves according to district and 
school guidelines. Failure to do so will result in appropriate disciplinary action begin taken by 
school officials.
Permission for student travel

Principal and parent/guardian permission is required before a student may travel. 
Travel

a.	 Travel is defined as travel by any means outside of the municipality of Anchorage, whether 
for a day or overnight.

b.	
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Student Travel 
Approval

(continued)

will be limited to three (3) school days per season. The Superintendent or designee  
may grant a waiver of this limitation and will be recorded as an activity absence. Absences 
for trips initiated for academic enrichment will be recorded as a prearranged absence. 
However, travel/trips during a period approved by the Superintendent for specialized 
instruction as part of a school’s calendar (intensives) will not count toward the limit under 
this section.

c.	 The number of adults participating in the travel to supervise students must be approved 
by Secondary Education. The ratio of adult to students may vary depending on the activ-
ity. In general, a ratio of 1 to 10 is recommended. If the trip is not a part of the ASD 
educational program, any leave expenses incurred must be covered by fund raising activi-
ties, the ASD professional leave bank or LWOP/personal leave opportunities. Coverage 
by an administrator or designee is required when the trip is related specifically to an ASD 
academic or activity program. Schools will ensure gender balance among chaperones on 
overnight trips. A minimum of two ASD staff members are expected to attend each trip.

d.	 School programs for student not traveling must continue at the level expected if the trip 
did no occur. Applications must provide assurances that this will happen. Students trav-
eling must maintain their overall educational program. It is highly recommended that 
student attend school while on these trips, whenever possible.

e.	 The trip must be safe and adequate security must be provided. There must assurance that 
adequate medical care is available. It is highly recommended that at least one chaperone 
have a current first aid certificate. Chaperones must sign the Travel with Students form 
and abide by all expectations.

f.	 The proposal must anticipate possible contingencies including potential liability, emer-
gency situations, and provisions for disciplinary matters. Parents must sign the Waiver of 
Liability form.

g.	 The impact of fund raising activities upon the students, the school, and the community 
must be reasonable and possible within the target community. There must be a plan to 
handle the cancellation of a participant, the trip itself or other factors that might result in 
financial liability associated with the scheduled trip. Advance ticket purchases and other 
non-refundable deposits are not the responsibility of the Anchorage School District.

h.	 Travel must be approved prior to encumbrance of advance ticket purchases. Trips outside the 
state of Alaska must be approved the semester prior to the trip departure. Trips within the state 
of Alaska must be approved 30 days prior to departure.

i.	 Applications must be complete when submitted. Failure to provide all information 
requested may result in denial of travel.

Cancellation for Safety Reasons
Whenever the Superintendent or designee determines that dangerous conditions may affect 

the health, safety, or welfare of those traveling, the Superintendent or designee may withdraw 
approval for the trip. In making such decisions, the Superintendent or designee will consider any 
known travel advisories or restrictions issued by the Department of Homeland Security and the 
U.S. State Department. The district assumes no liability to anyone for reimbursement of costs 
or expenses incurred by any trip for which the Superintendent or designee withdraws approval. 
Parents must acknowledge notification of the District’s policy.

School Buses 
and Travel

Requesting the bus
•	 An Activity/Field Trip Request form must be submitted to the Transportation department 

at least 10 days prior to the departure date.
•	 An itinerary indicating transportation requirements while at the destination (trips for 

meals, game travel, etc.)
•	 If the trip requires overnight accommodation the school is responsible for making hotel 

accommodation for the driver(s). If the trip is schedule to depart late in the day, arrange-
ments should be make for a late checkout for drivers so that they will be well-rested for the 
return trip.
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