
 1 

                                        
 

 
 

 
 

2013-2014    

Interscholastic Athletics 

Handbook 
 

Dr. Kevin M. Maxwell 

Chief Executive Officer 

 

Earl Hawkins 

Director of Interscholastic Athletics 

 

O’Shay Watson 

Supervisor of Interscholastic Athletics 

 

4400 Shell Street 

Capital Heights, Maryland  20743 



 

 

  
The following athletic handbook workshop participants contributed to the 

creation of the Prince George’s County Public Schools Athletic Handbook: 

 

Shirley Diggs  Terry Parfitt 

Bob Estes Terry Dendy  

George McClure Ed Bowie 

Robert Green Joanna Stephens  

Eric Knight Bill Hay 

Dave Sharpless Linda Henson-Hubb 

Stacy Sales Irvin Hay  

Carlyle Rose Glennard Johnson   

Franklin Crispi Lawrence Brown 

Thomas Green David Fant  

Tiffany Miller-Bevins Roderick Moore 

   

 

 

                 

 

Board of Education 
Segun C. Eubanks, Ed.D., Carolyn M. Boston, Zabrina Epps, M.P.M.,  

Peggy Higgins, LCSW-C, Amber Waller, Patricia Eubanks,  

Verjeana M. Jacobs, Esq., Edward Burroughs III,  

Donna Hathaway Beck, Curtis Valentine, M.P.P.,  

Daniel Kaufman, Ph.D., Beverly Anderson, Ph.D., Rukayat Muse-Ariyoh 
 

 

 
 
Prince George’s County Public Schools would like to thank member schools of MPSSAA for permission 

to utilize excerpts from their High School Athletic Handbooks. 

 

 

 

 

 



 

 

Table of Contents 
 

Philosophy Page 5 

Mission Statement Page 6 

Core Values Page 7 

PGCAA Constitution Page 8 

PGC Athletic Association By-Laws Page 10 

PGCAA Guidelines and Procedures Page 19 

MPSSAA Regional Alignment Page 23 

PGCPS Athletic Organizational Chart Page 24 

Athletic Director Responsibilities Page 25 

 Evaluation of Athletic Directors Page 28 

 A.D. Contact Information Page 31 

Coaching Information Page 32 

  

 14 Legal Duties of a Coach Page 32 

 Evaluation of Coaches Page 34 

 Monetary Procedures Page 38 

 Student Activity Funds Procedures Page 39 

 Code of Ethics Page 42 

 Administrative Responsibility/Job Description Page 43 

 Supervision of Players Page 46 

 Procedures for removing a player from the team Page 47 

 Student dismissal Form Page 48 

 Weather Guidelines/Thunder & Lightning Page 49 

 No Practice - No Play Dates Page 51 

Coaching Hiring Procedures Page 52 

 Fingerprinting & Background Check Page 53 

Rules and Restrictions Page 54 

 Scrimmages Page 54 

 Bench Personnel Page 54 

 Eligibility Participation Page 54 

 Ejection of Coaches Page 54 

 Hazing Page 54 

 Influence on Athletes to Play One Sport Page 55 

 Medication and Supplements  Page 55 

 Clinics and Camps Page 55 

 Loss of Instructional Time                                                                            Page 54 

 Open Gym & Open Field Policy  Page 56 

 Out of Season Team Interpretation Page 56 

 Frequently Asked Questions Page 58 

 Prayers Page 59 

 Recruitment of Athletes Page 59 

 Scouting Page 59 

 Social Media Page 59 

 

Student Information Page 60 

 Eligibility Participation Page 60 



 

 

 Residency/Transfer Policy Page 60 

 Attendance Policy Page 61 

 All Star Games Page 61 

 Ejections Page 61 

Title IX Information Page 62 

Game Management & Admission Page 64 

 Duties of Game Manager Page 64 

 Pep Bands                                                                                                      Page 64 

 Cheerleading Squads Page 65 

 Unsportsmanlike Behavior of Spectators Page 65 

 Seating Arrangement/Team Departure at Events Page 65 

 Signs and Noise Makers Page 66 

 Souvenirs/Promotional Sales Items Page 66 

 Broadcasting Page 66 

 Athletics Pass & Admissions Policy Page 66   

 Accounting for Tickets/Ticket Pricing Policy Page 66 

 Other Sports Page 68 

 Guidelines Relative to Free Admittance to Athletic Events Page 68 

Security Page 68 

Sportsmanship  Page 69 

 Expectations for Spectator Behavior Page 69 

Sport Representatives Page 70 

PGCPS Calendar Page 71 

Homecoming Dates                                                                                                         Page 73 

MPSSAA Quick Reference Calendar                                                                      Page 74  

General Guidelines/Procedures for all Sports Page 75   

Specific Sport Information Page 77  

 Adding a New Sports Program Page 77 

 Baseball Page 77 

 Boys’ & Girls’ Basketball Page 77 

 Cheerleaders Page 78 

 Cross Country Page 78 

 Football Page 79 

 Golf Page 80 

 Indoor Track Page 80 

 Boys’ & Girls’ Outdoor Track  Page 81 

 Boys’ & Girls’ Soccer Page 81 

 Softball Page 81 

 Swimming Page 82 

 Tennis Page 83 

 Volleyball Page 84 

 Wrestling Page 84 

County Championships Page 85 

Appendix 

1. Game and Event Management Checklist 

2. Sample Emergency Plan  



 

 

 

Prince George’s County Public Schools 
 

 

Philosophy 

It is our belief that interscholastic athletics is a way to achieve a balanced educational program 

for our students.  As we all know athletic competition, by its nature, will contribute to greater 

student awareness of self-discipline, a growth in emotional maturity, and an increasing 

realization of the worth of the individual.  Students will also realize that participation in athletics 

is not only a privilege but is also an honor that requires responsibility for maintaining one’s 

academic standing in the classroom and for maintaining a high standard of conduct outside of 

school hours as outlined in the athletic handbook and the “Student Code of Conduct”. 

All of our coaches should first and foremost be leaders of young men and women by constantly 

setting a good example of what it means to be an athlete during and after school hours. It is 

expected that our coaches will be consistent and fair in all rules and regulations applied to the 

athletes they coach. 

 

There should be a complete understanding that all persons involved with the athletic program fall 

under all state and county guidelines and policies. 

 

The primary goal of our interscholastic athletics program will always be to achieve success in all 

academic and competitive endeavors.  It is recognized that a positive athletic program can 

contribute significantly to school morale and community pride as well as to the pride and honor 

for all persons involved with the athletic program. 

 

We believe as athletic administrators and coaches we bear the responsibility for the periodic 

evaluation of the total program.  New programs should be suggested when appropriate, and old 

programs scrutinized to be sure that they are meeting the needs and interests of student-athletes. 

 

It is our belief that student’s participation in interscholastic athletics could very well influence 

the rest of his/her life.  For this reason, we are committed to providing great customer service 

and excellence in all phases of a sound interscholastic athletics program. 

 

ATHLETICS “The Other Side Of Education”. 

 

 
       



 

 

Prince George’s County Public Schools 

Mission 

The mission of Prince George’s County Public Schools is to ensure that all students acquire knowledge 

and develop skills and understandings that will enable them to become productive citizens and lifelong 

learners in a technological, diverse society.  This mission is accomplished by identifying and nurturing 

strong instructional leadership; establishing high expectations for all students, parents, teachers, staff, and 

administrators; implementing a rigorous, technology-infused curriculum; emphasizing effective learning 

strategies for students at all performance levels; maintaining a safe and orderly school environment; 

monitoring students’ progress, resulting in appropriate adjustments to instructional programs; developing 

high levels of accountability; and cultivating meaningful family and community involvement. 

 

 

 

All Administrative Procedures executed by Prince George's County Public School 

System supersedes the contents of this document.



 

 

Core Values 

INTEGRITY  

We are committed to doing what is right, even when no one is watching.  Integrity is more than simple 

honesty. It involves keeping commitments, being sincere, being honest in word and deed, and expecting 

the same of others. This character trait is the foundation of our value system; without it all other core 

values cannot prevail. 

EXCELLENCE 

We are committed to high standards, thoroughness, and accuracy.  We insist on giving our best effort in 

all of our work. We recognize the difference between “honest mistakes” (best effort, bad result) and “bad 

mistakes” (careless performance or little effort). 

PROFESSIONALISM  

We value continuous education and training as a means to achieving the highest level of professional 

performance, which is reflected in our decisions and actions. 

COLLABORATION 

We are committed to working as a team and uniting with all stakeholders to achieve common goals and to 

make decisions in the best interest of children. Collaboration diminishes or eliminates obstacles that 

prevent us from achieving our goals. 

MUTUAL RESPECT 

We value the contributions of each individual and encourage all members of the school community to be 

independent thinkers.  We expect all members of the school community to express positive regard toward 

each other as we work to achieve our common goals. 

EMPOWERMENT 

We are encouraged to act courageously in making decisions that further the mission of Prince George’s 

County Public Schools. 

LOYALTY  

We are committed to achieving high quality job performance by supporting each other and dedicating 

ourselves to meeting the needs of Prince George’s County Public Schools and exceeding the community’s 

expectation.  



 

 

Constitution of the Prince George’s County 

High School Athletic Association 

ARTICLE I: Name 

The name of this organization shall be the Prince George’s County High School Athletic 

Association. 

ARTICLE II: Purpose 

The purpose of this Association shall be to promote, organize, and administer athletics among 

the high schools in Prince George’s County. 

ARTICLE III: Organization 

All high schools with Interscholastic Athletic Programs are under the supervision of the Board of 

Education shall become members of the Association and shall be eligible to participate in the 

sports season immediately following the organization of the school. 

The Association shall be composed of the Director of Interscholastic Athletics, Supervisor of 

Interscholastic Athletics, the high school principals, an athletic director from each high school, 

and one individual representing each recognized sport to be elected bi-annually by the respective 

coaches’ group. 

The Association shall operate within the framework of the Maryland Public Secondary Schools 

Athletic Association and County School Board Policy.  It shall be directly responsible to the 

Superintendent of Schools or his/her designee. 

ARTICLE IV: Officers – Term of Office 

The officers of this Association shall consist of a president, vice-president, and secretary – 

treasurer.  The Director of Interscholastic Athletics shall hold the office of the secretary-

treasurer.  The president and vice-president shall be elected to a two-year term with the vice-

president automatically succeeding the president.  Election of the vice-president and secretary 

will be held at the final meeting of the second year and the newly elected vice-president assumes 

office on July 1
st
 following the election. 

ARTICLE V: Executive Committee 

The officers, one athletic director, one sports representative, to be elected bi annually by the 

athletic directors, the Director of Interscholastic Athletics and the Supervisor of Interscholastic 

Athletics shall be the Executive Committee responsible for the routine operation of the 

Association. 



 

 

ARTICLE VI: Meetings 

There shall be at least three general meetings during the school year, and there shall be such 

other meetings as circumstances and necessity may dictate.  The meeting shall be called by the 

chair, the Director of Interscholastic Athletics, or by the chair upon the petition of three or more 

members of the Association.  The Supervisor of Interscholastic Athletics may convene a meeting 

in the absence of the director. 

ARTICLE VII: Voting Privileges 

Each member is entitled to one vote and any officially designated alternate shall be entitled to 

one vote in the absence of the member and shall have full authority to vote for the member. 

ARTICLE VIII: Quorum 

A quorum shall consist of a majority of all members of the Association. 

ARTICLE IX: Amendments 

Any part of the Constitution may be amended by a two-thirds affirmative vote of the 

membership, the proposed amendments having been read at a prior meeting provided that a 

period of at least thirty (30) days shall have elapsed between the reading of the proposed 

amendment and action for ratification or that any amendment may be proposed by any member 

provided that the proposed amendment be submitted in writing to each member at least thirty 

(30) days prior to a meeting. 

If the said amendment should affect board policy as outlined presently in this constitution and 

bylaws or if the amendment relates to a monetary item that is to be met with Board of Education 

funds, it shall apply only after referral to the Superintendent and the Board of Education where 

their official approval has been granted. 

ARTICLE X: Bylaws 

Bylaws shall be established to provide operating procedures for the Association. 

The bylaws may be amended by a majority affirmative vote of the membership provided that 

such amendment shall become effective at the beginning of the following sport season.  

Proposed amendments to the Bylaws must be submitted to all principals, athletic directors, and 

coaches’ representative two weeks prior to their inclusion on the agenda of the association. 

However, the Bylaws will be amended in the event that said Bylaws come into conflict with 

changes in the Bylaws of the Maryland State Public Secondary Schools Athletic Association. 



 

 

Bylaws of the Prince George’s County 

High School Athletic Association 
Revised July 6, 2010 

 

BYLAW I 

Eligibility 

Student eligibility for participation in interscholastic athletics at the secondary school level shall 

be based on the following criteria: 

A. MPSSAA Policies 

1. Students must be officially registered as required by Maryland School Laws and 

they may represent only the school in which they are registered. 

2. Students who are 19 years or older as of August 31 are ineligible to participate in 

interscholastic athletics for the school year ahead. 

3. Students may participate in interscholastic athletic contests for a maximum of 

four seasons in any one sport in grades 9,10,11, and 12.   

4. A student shall be examined and certified to the high school principal as being 

physically fit to participate in any try out, practice, or contest of a school team.  A 

licensed physician, certified physicians’ assistant under the supervision of a 

licensed physician or a certified nurse practitioner, shall perform the examination.  

Physical examinations are valid for one year calendar year. 

5. Loss of Instructional Time – Participation in the event is within the USA, does not 

involve loss of instructional time, and complies with the local school system 

policies and procedures for school travel. 

Interpretation: Events that require out of state travel beyond 300 miles may not 

involve any loss of school time. 

B. Prince George’s County Policies 

1. 2.0 - Eligibility 

a. Eligibility rosters must be submitted to the school’s athletic director 

1 week before the first play date as published by the MPSSAA 

Office.  Additions to the eligibility roster must be submitted prior to 

any participation.  An eligibility roster for each sports team will be 

sent to the Office of the Interscholastic Athletics prior to the first 

official play date as published by the MPSSAA.  The athletic 

director will retain a duplicate copy in the school. 



 

 

b. All students in grades 9-12 must earn an overall quarter Eligibility 

Index of at least 2.0 in order to participate in extracurricular 

activities or interscholastic athletics during the following quarter. 

c. If a student’s Eligibility Index falls below 2.0 at the end of a quarter 

during which he/she is participating in a sport or activity, and the 

sport continues through the following quarter, the student will no 

longer be eligible for participation in the sport or activity.  The 

student will need to cease participation, effective the date the report 

cards are released to students, as listed on the approved Board of 

Education School Calendar. 

d. Personnel from the Division of Information Technology will 

compute the Extracurricular Activities Eligibility Index for all 

students in grades 9-12 at the end of the first, second, and third 

quarter and for all students in grades 8-11 at the end of the fourth 

quarter.  (Averages will be rounded to two places behind the 

decimal.) This data will be sent to schools.  The Extracurricular 

Activities Eligibility Index (Quarter QPA) will be printed on 

student’s report cards at the end of each quarter. 

e. If a student transfers to the Prince George’s County Public School 

System from an approved, unapproved, or unaccredited educational 

program without a current transcript or GPA, eligibility will be 

determined by entering all classes and grades earned during the 

previous quarter into the student information system and running 

processes prescribed by the Division of Information Technology to 

compute the student’s quarter QPA. If the student has a current 

GPA, it shall be used to determine his/her eligibility (AP 5121.3). 

2. Raising Quality Point Averages Through Summer School and Evening School.  A 

student may bring up a quality point average by retaking a course or through 

taking an additional course in summer school or evening school. 

a. A student who has a 2.0 QPA or above at the end of the fourth 

quarter remains eligible for participation in interscholastic sports or 

extracurricular activities during the first quarter of the fall semester 

regardless of grades he/she received in any course taken during the 

summer school, whether for original or repeat credit. 

b. A student who passes all courses at the end of the year but achieves 

fourth quarter QPA below 2.0 may enroll in any summer school 

course approved by the Associate Superintendent of the High School 

Performance or his/her designee.  The course may be for original or 

repeat credit. 



 

 

c. A student, who fails a course in English, Social Studies, 

Mathematics, and or Science, must repeat and pass the course failed. 

d. A student who fails a course, which is not offered in summer school, 

may enroll in a summer school course, which has been approved by 

the Associate Superintendent for the High School Performance or 

his/her designee.  The course must be in the same content area. 

e. If a course is repeated in summer or evening school, the new grade 

will replace the existing grade for purposes of determining eligibility 

only.  If a course is taken for original credit in summer or evening 

school, that grade will be averaged with existing grades for purposes 

of determining eligibility. 

f. The Eligibility Index should not be recalculated manually.  Schools 

will receive an annual memorandum from Instructional Data 

Systems describing the procedures to update the Eligibility Index 

from summer schools grades. 

g. Students who are presently ineligible will be declared eligible, after 

an internal audit of their grades is made and on the date published by 

the Board of Education.  Coaches, athletic directors, and the 

principal will verify through their signatures that these athletes are 

eligible.  Once athletes complete their 10 day conditioning period, 

report cards are issued, and an addendum to the eligibility roster has 

been received in the Office of Interscholastic Athletics, athletes will 

be able to participate in athletic events. 

3. Students Exemptions – There are no waivers/exemptions.  

4. Appeals Procedure 

a. The Principal shall determine whether an appeal involves 

challenging a course grade 

b. If the appeal involves a challenge of a course grade, the steps 

described in Administrative Procedure 5121, Section III-F should be 

followed.  

c. If individual students, parents or guardians wish to appeal 

application of the Board policy for their child, the appeal route will 

be as follows: 

1. Appeal to the Principal who will verify the accuracy of the 

student’s quarter QPA. 

2. Appeal to the Superintendent, or his designee, who will verify the 

information submitted by the school and determine if extenuating 



 

 

circumstances warrant the granting of a waiver.  The 

Superintendent’s waiver may be conditionally granted. 

3. A further appeal may be made to the Board of Education. 

5. Attendance 

a. A student must maintain high standards of citizenship.  A student 

suspended from school is ineligible to participate in athletics for the 

duration of the suspension. 

b. Students must be in school to practice or participate in any sport 

contest that particular day (except with legal excuses as defined by 

the Board of Education policy). 

6. Residency and Transfers  

a. Residency - A student is eligible to participate in Interscholastic 

Athletics at the school to which he or she is assigned under Prince 

George’s County Schools Administrative Procedure 5111.  School 

registration personnel shall determine that a student and parent or court 

appointed guardian resides in their school attendance area.  To verify 

the School Attendance by Street Report (SBS6030) shall be used. 

For the purpose of determining athletic eligibility students must 

establish one (1) place of residence. “Residence” is defined as the 

equivalent of the term “domicile” as applied by the courts of the State 

of Maryland.  Under no circumstances can a student have more than 

one residence for athletic eligibility. 

Any change in residence must be bona fide.  The home address 

provided to the registrar and shown on the Interscholastic Athletics 

Parental Permission form must be the sole bona fide residence, and the 

school principal must be notified immediately of any change in 

residence, since such a move may alter the eligibility status of the 

student. 



 

 

Students not attending the school in the area in which they reside 

are not eligible to participate in Interscholastic Athletics.   

There may be exceptions to this policy. 

Appeal Process: 

If unusual circumstances exist, a student may appeal the ineligibility in 

writing to Mr. Earl L. Hawkins, Director of Interscholastic 

Athletics, 4400 Shell Street, Capitol Heights, MD 20743.  A copy of 

the approved transfer form (PGIN – 75403001) must accompany 

the appeal. 

b. Transfer Policy 

All students are expected to attend the school assigned to the address at 

which the parent (s) or legal guardian (s) resides.  Students must not 

withdraw from or cease attendance at their assigned schools except 

upon receipt of an official letter of transfer approval.  Contextual 

Learning Environment (CLE) goals may affect transfer decisions. 

Middle school students who attend school outside of their area of 

residence and who wish to remain in that pattern must apply for a 

wavier to be eligible for Interscholastic Athletics.  

Middle school students who matriculate to a high school other than the 

home attendance area school may not participate in Interscholastic 

Athletics.   

There may be exceptions to this rule. 

Appeal Process: 

If unusual circumstances exist, a student may appeal the ineligibility in 

writing to Mr. Earl L. Hawkins, Director of Interscholastic 

Athletics, 4400 Shell Street, Capitol Heights, MD 20743.   

A copy of the approved transfer form (PGIN – 75403001) must 

accompany the appeal. 

Process: 

The Director of Interscholastic Athletics will meet with the school 

principal (s) and athletic directors involved to decide if the appeal 

should be granted.  

 



 

 

7. Expulsion 

a. When a student’s expulsion covers any grading quarter, he/she is 

ineligible for the following quarter as no grades are earned. 

b. If a student’s expulsion covers the fourth quarter, he/she is ineligible 

for fall sports as no grades are earned. 

8. Medicals 

Students are required to have an annual medical evaluation before participation.  

Prince George’s County Public Schools Medical Evaluation Form must be used 

(PGIN #7540-3100). 

10. Senior Year Eligibility 

a. No student will be eligible for interscholastic athletics that is 

classified as a senior in two (2) separate academic years.  Exceptions 

may be granted for students who have been continuously registered 

and attending.  Appeals may be submitted in writing to the Director 

of Interscholastic Athletics at 4400 Shell Street, Capitol Heights, 

MD 20743. 

 

 

 

 



 

 

BYLAWS II 

Coaching Guidelines 

A. All head coaches of a respective sport shall meet annually with the sports 

representative prior to their season to review guidelines to be followed by all teams in 

that sport.  The Athletic Association filed with the Supervisor of Interscholastic 

Athletics, and the President of the Athletic Association must approve all 

recommendations.  Any alleged violations of said guidelines shall be subject to the 

protest procedure. 

B. Coaches are prohibited from recruiting or instigating recruitment of students for the 

purpose of athletic participation.  Recruiting shall be defined so as to include contacts 

between coaches, students, parents/guardians or all agents representing the family 

residing outside their fixed attendance area unless that student is already enrolled in 

that school’s program. 

C. Any coach found in violation of County and/or State Bylaws is subject to Maryland 

Public Secondary School Athletic Association Bylaw section .05 (3) (violations, 

penalties, and appeals). 

Protest 

A. Protests or complaints growing out of interschool competitions, such as those dealing 

with eligibility of participants or with alleged violations of rules and regulations shall 

be filed with the President for adjudication or settlement by the Association. 

B. No protests will be considered which are based upon the real or alleged failure of 

contest officials to render correct decisions in matters of judgment. 



 

 

BYLAWS III 

Rules and Interpretations 

 

A. The Director of Interscholastic Athletics or his/her designee (supervisor of athletics), 

the President of the Association or in his or her absence the Vice-President of the 

Association is authorized and required to interpret league rules and regulations. 

B. Requests for Interpretation may be addressed to the Director of Interscholastic 

Athletics or his/her designee, or the President.  When such a case is referred to the 

President, he/she shall consult with the Director of Interscholastic Athletics to learn 

of any precedents bearing on the case.  The Director or President may refer cases for 

interpretations to the Association for official ruling. 

C. Oral interpretations by the Director of Interscholastic Athletics, his/her designee, the 

President of the association shall be considered as binding pending written 

interpretation without penalty.  It shall be considered in any case, and presented to the 

Association.  If later committed to writing, however, such interpretation shall have 

the same force and effect as other written interpretations. 

D. Written interpretations by the Director of Interscholastic Athletics, his/her designee, 

or the President of the association shall be official and binding on member schools, 

unless and until they are changed by action of the association or the Board of 

Education. 

Reporting Violations Procedure 

A. The principal of each member school is obligated to report any violation of league 

rules and regulations to the Director of Interscholastic Athletics.   Whenever the 

director learns officially of an alleged violation he/she shall make a complete and 

thorough investigation and shall initiate appropriate action through the Investigative 

Committee of the High School Athletic Association.    

B. Only the Director of Interscholastic Athletics or his/her designee , principal, or athletic 

directors may initiate protests. All parties must be notified before any written protest is 

submitted. Protests shall be in writing, addressed to the Director or Interscholastic 

Athletics and to the President of the PGCAA, and shall contain a digest of all facts 

pertinent to the case. 



 

 

Ruling on Admitted or Alleged Violations  

A. Self-reported Violations: Upon receipt of written admission of a rule violation, the 

Director of Interscholastic Athletics or his/her designee shall convene a hearing 

via electronic medium or in person with the principals and the athletic directors of 

the school (s) involved to determine an appropriate penalty. The party that 

allegedly committed the violation will be afforded the opportunity to be heard.  

Penalties must be in line with those imposed for similar infractions. 

B. Upon receipt of a written protest (not self-reported), the Director of 

Interscholastic Athletics or his/her designee shall convene a Rules Infraction 

Committee to decide if a violation has occurred.  Additionally, the committee will 

determine an appropriate penalty. The investigative committee shall be made up 

of four principals, two athletic directors and a sports representative.  

C. Members of the investigative committee may not serve on that committee if their 

school is involved in any investigation of any kind.  The investigative committee 

shall meet promptly to consider and act upon each protest properly filed with the 

Office of Interscholastic Athletics or the President of the Association. 

D. In each case in which disciplinary action is taken or the committee imposes a 

penalty, the Association secretary shall file a complete report with the 

Superintendent and other parties involved.  Penalties will follow state guidelines 

(See State Handbook Violations, Penalties, and Appeals). 

Appeals 

A. Final decisions of the Investigative Committee shall be binding upon the 

membership of the Association. 

B. Appeals from the decision of the Association may be made to the Superintendent 

(PGCAA Rules) or the Executive Director of the MPSSAA (State Rules). 

Sanctions Imposed by Other Jurisdictions 

A. Students, who are under a sanction in another Maryland County or the MPSSAA, 

must complete the penalty or penalties imposed prior to becoming eligible to 

participate in Interscholastic Athletics in Prince George’s County Public Schools. 

B. Parents may appeal in writing to Earl Hawkins, Director of Interscholastic 

Athletics, 4400 Shell Street, Capitol Heights, MD 20743. 

 

 



 

 

GUIDELINES AND PROCEDURES 

The members of the Prince George’s County Athletic Association have adopted the following 

guidelines and procedures to cover all athletic sports.  All Prince George’s County coaches and 

athletic teams will follow the guidelines that are stated herein and in Maryland Public Secondary 

School Athletic Association Handbook. 

I. FALL, WINTER, SPRING SEASONS:  REFER TO MPSSAA HANDBOOK (.03A) 

II PRE-PRACTICE MEETING 

Each head coach is required to have an organizational meeting for the purpose of informing 

students of: 

A. Medical examinations (good for one (1) calendar year) 

B. Parental Permission Form/Insurance Information 

C. Eligibility/Requirements 

D. Practice/Game schedule 

E. Equipment required 

F. Transportation arrangements 

G. School, county and state policies- Pre-season Assembly- Conducted by AD/Coaches 

H. Sportsmanship - Agreement 

I. Specific information for each sport 

J. Pre-season Parent Meeting 

K. Media Release Form 

L. Information on Concussion  

M. Athletic Activity Fee 

N. Heat Acclimatization 

III PRACTICES 

A. Practices may be held every day that schools are in session and on Saturday.  

Athletic Directors will notify coaches and athletic teams of any non-practice and 

non-contest days and dates.  Practice should not be held during faculty duty 

hours unless approved by the Associate Superintendent for High School 

Performance.  (Consult no-practice/no-play bulletin.) 



 

 

B. When schools are closed due to inclement weather, all practices and games are 

cancelled.  For information relevant to non-school day practice/games, call 

Security at (301) 499-7000. 

C. When two practices are held in one day, each session should not exceed two hours.  

(Summer football interpretation). 

D. When one practice is held in a day, the practice should not exceed 3 hours. 

E. The number of scrimmages are limited to two (2) home and two (2) away 

scrimmages for all athletic teams during the preseason and regular season.  

Athletic teams will be allowed 1 postseason scrimmage.  All scrimmages must be 

within the fifty (50) mile radius that is allowed by the Prince George’s County 

Public School Transportation department.  However, a school may have the option 

or flexibility of having more home than away scrimmages (ex. 3 home, 1 away). – 

see MPSSAA Handbook for definition of a scrimmage. 

F. Hot Weather Guidelines (refer to APPENDIX). 

G. All regular season Varsity and Junior Varsity contests must be played using a 

majority of the team members listed on the preseason eligibility roster.  Any 

exceptions to this rule must be submitted to the Supervisor of Athletics within 24 

hours prior to the next scheduled contest.  Only the Supervisor of Interscholastic 

Athletics can end a sport season. 

IV. ATHLETIC FINANCIAL RESPONSIBILITIES OF EACH SCHOOL 

A. County track meets  

Tournament/other athletic event entry fees 

B. Officials 

1.  All Scrimmages (revenue sports) 

2.  Holiday tournaments 

3.  6
th

 Football Official (optional) 

4.  Scorer/Timer  

C. Security at all home athletic events except varsity football 

D. Equipment and first aid supplies 

E. Uniforms 

F. Game Workers (except football) 



 

 

G. Substitute coverage 

H. All other items for the program as determined by athletic director and 

administrative staff. 

VI. GENERAL INFORMATION FOR ALL SPORTS 

A. Warm up for games 

1. Proper warm up must be given to teams; special consideration should be 

given to visiting teams arriving late due to unforeseen circumstances. 

2. Pre-game and Half time Warm up Guidelines 

a. Players can only warm up in their assigned half of the 

playing area. 

b. Players cannot run laps around the entire playing area and 

must avoid their opponent’s bench during laps. 

B. In the event of game postponement or cancellation, the home team is responsible 

for contacting the opposing team and sport commissioner immediately. 

C. Post game departure 

1. Visiting schools should depart the school premises in a timely manner. 

2. The coach of the visiting team shall inspect the dressing area of the 

visiting team before and after a contest.  Problems or concerns should be 

reported to the game manager, athletic director or home team coach. 

D. Communicable diseases (refer to NFHS policy) 

E. Drug, alcohol, and tobacco use (refer to Student Code of Conduct) 

F. Child abuse (refer to County memo) 

G. Discrimination and Harassment (refer to Administrative Procedure 4170) 

H. Sanction rule – A member MPSSAA school shall not compete in any of the 

following contests unless the contest is approved by the MPSSAA Executive 

Director: 

1. Any inter-county contest involving more than three teams and sponsored 

by a non-member educational institution; 

2. Any inter-county contest involving more than four schools; 



 

 

3. Any inter-county contest involving more than four counties.  The host 

school shall file the appropriate sanction request form with the MPSSAA.  

Executive Director at least 45 days before the event. 

I. Background check for coaches (refer to Prince George’s County Fingerprinting 

memo). 

J. Equity (refer to Prince George’s County Board of Education Policy 0500). 

K. School mascots and colors (refer to appendix). 

L. Testing dates (see Prince George’s County yearly Testing Schedule for High 

Schools). 

 

NOTE:  For safety reasons and continuity of programs, at the beginning of each sports season, a 

minimum number of players per sports team will be set.  There will be an on going evaluation of 

programs during each season.  If the number of players falls below the minimum, the program 

will be re-evaluated by the school athletic director and the supervisor of athletics.  The minimum 

number for each sport must be met at least seven days prior to the first contest. 
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CHANNELS OF COMMUNICATION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The PGCPS ATHLETIC CHANNELS OF COMMUNICATION GRAPH shows the basic 

organization and levels of The Athletic Department infrastructure.  This graph should be used 

to identify the proper communication path needed to get questions answered or problems 

resolved. 

Director-The Director of Athletics is the official athletics administrator who is directly 

responsible for the overall supervision, coordination, and operation of the PGCPS Interscholastic 

Athletics program. 

Supervisor -The Supervisor of Athletics is the official athletic administrator who reports directly 

to the director of athletics and shall provide supervision, training, and evaluation of athletic 

directors for both high and middle schools while ensuring a sound interscholastic athletics 

program. 

Athletic Director- The athletic director is directly responsible to the principal and to the 

administrators of the interscholastic athletics office.  The athletic director is primarily 

responsible for providing the leadership, administration, and supervision of the day-to-day 

operations of their athletic program. 

Coaches- All head coaches shall be responsible to the athletic director for the total operation for 

their respective sports programs.  Head coaches will be responsible for duties described in the 

coach’s job description, and/or any duties delegated by the athletic director. 
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Athletic Director Responsibilities 

The Athletic Director is a member of the faculty who acts as business manager and personnel 

supervisor of all athletic activities within the school in which he/she is employed.  He/She is 

directly responsible to the principal and serves as a liaison between the school and the office of 

interscholastic athletes. 

The Athletic Director’s responsibilities are:  

1. To conduct seasonal coaches’ meetings to review all aspects of the 

Interscholastic Athletic Program.  (i.e. county and State regulations)  

2. To report all major incidents in writing (fights, injuries requiring 

emergency medical transport, ejections, issues with crowd control, etc.) 

to the director of interscholastic athletics or his/her designee 

immediately.  

3. To organize and administer the interscholastic athletic program for his/her 

school.   

4. To complete and approve all athletic schedules. 

5. To confer regularly with the director of interscholastic athletics or his/her 

designee about matters pertaining to interscholastic athletics. 

6. To verify the eligibility of each athlete as determined by the coach in 

cooperation with the school principal. 

7. To enforce and  be the in-school interpreter of the county and state athletic 

association’s rules and regulations, to conduct coaches,  parent and student 

assemblies/meetings to review all MPSSAA Rules, the MPSSAA 

Sportsmanship Initiative “Respect the Game”, and the PGCPS 

Sportsmanship Agreement. 

8. To arrange all details for practice items of teams, home athletic contests 

including gymnasium services, field assistance, security and dressing 

facilities for officials. 

9. To ensure, with the cooperation of the coach, that all equipment for each 

sport is purchased, issues, collected, cleaned, reconditioned and stored. 

10. To see that all coaches receive from each athlete all required 

forms/documents and medical evaluation forms from parents and doctors 

prior to taking part in any practice session. 

11. To arrange transportation for all athletic events. 



 

 

12. To be responsible for the preparation of overall athletic budget and 

individual expenditures by all members of the coaching staff with the 

approval of the principal. 

13. To see that all coaches at the end of each sport season, submit an updated 

inventory and budget request for the following school year. 

14. To submit to the supervisor of athletics the following forms when due: 

a. Football purchase orders 

b. Title IX Report 

c. Longevity forms 

d. Coaches lists 

e. EMT schedules 

f. Bus schedules 

g. Football ticket reports- and all unused tickets 

h. Appointment and authorization forms 

i. Payroll 

j. Ineligible Athletes Status Report 

k. Seasonal coaching vacancies 

l. Eligibility rosters (each season) 

m. OCR forms (each season) 

n. Game workers payroll – Fall and Winter 

o. Updated schedules 

p. Travel reimbursement forms 

q. Mandatory Ticket Report Form (all unused tickets) 

r. Athletic Financial Reports 

s. All other reports as required 

15. Provide athletic schedules and all appropriate changes to sport 

commissioners for the assignment of officials. 



 

 

16. To provide leadership with the principal in the selection and assignment of 

athletic coaches.  Additionally, they must educate their staff on MPSSAA 

and PCGAA Rule and Regulations.   

17. To supervise all ticket sales connected with the athletic program and 

assume responsibility for proper handling and accounting of monies 

involved to the supervisor of interscholastic athletics 

18. To assist in fostering good school-community relations by keeping the 

community aware of the athletic program and be responsive to reasonable 

request of the community. 

19. To attend countywide meetings when scheduled. 

20. To provide coaches, athletes, administrative staff and the school 

community information pertaining to current trends and policies in 

interscholastic athletics. 

21. To verify each coach assigned to each sports team prior to and throughout 

the sports season. 

22. To complete an annual evaluation of all head coaches.  

23. To attend pre and post payroll conferences as instructed by the Director of 

Interscholastic Athletics. 

24. To maintain files that shall include all payroll documents for 5 years or 

until audited by Internal Audit. 

25. To maintain records of current and past coaching staffs. The files should 

include, but are not limited to coaches’ contracts, code of ethics, security 

clearance (finger printing), coaches’ evaluations, their team rosters and 

official eligibility rosters for a minimum of 5 years or until audited.  

26. To maintain a file on all student athletes for 6 years. Records should 

include, but are not limited to permission slips, emergency cards, physical 

forms, and transfer checklist.  

27. To attend all PGCAA and athletic director meetings and/or work sessions. 

28. To account for all paid game workers by utilizing a sign-in sheet. 

*The vice principal in charge of the athletics program shall evaluate an athletic director in the sports where he/she is 

the head coach. 

* Note: Athletic directors are members of Unit I please follow contract guidelines when assigning duties. 

REMEMBER:  The athletic program in the Prince George’s County Public School System and the State of 

Maryland is an educational experience.  Sportsmanship is a skill that needs to be developed and nurtured in student-

athletes.  Athletic Directors are the leaders in this endeavor. 



 

 

Athletic Director Evaluation 
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 Fourteen Legal Duties of a Coach 

Several obligations or duties have been identified as absolute requirements for coaches and 

athletic administrators. These standards have evolved as a result of various case law proceedings 

and legal judgments against individuals and school districts. It is important that all coaches, 

including assistants and volunteers, know and understand the following duties. This summary is 

not all-inclusive but is generally accepted as the “Legal Duties of Coaches” by the NFHS 

(National Federation of High Schools) and NIAAA (National Interscholastic Athletic 

Administrator Association). 

1. Duty to Plan – A coach must demonstrate awareness of the maturity, physical development 

and readiness of athletes with appropriate plans for instruction, conditioning and supervision.  

2. Duty to Supervise – A coach must be physically present, provide competent instruction, 

structure 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 make sure facilities are locked and that students are denied access when a competent staff 

member cannot be physically present to supervise. This duty may also require coaches to 

control reckless player behaviors. Supervision responsibility also pertains to athletic 

administrators who are expected to be able to supervise coaches competently.  

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.  

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 inherent in defective indoor and outdoor facilities or hazardous environments.  

5. Duty to Provide Safe Equipment – Courts have held athletic supervisors responsible to 

improve unsafe environments, repair or remove defective equipment or disallow athlete access.  

6. Duty to Instruct Properly – Athletic practices must be characterized by instruction that 

accounts for a logical sequence of fundamentals that lead to an enhanced progression of player 

knowledge, skill, and capability.  

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 

musculoskeletal conditioning regimens that prepare athletes sequentially for more challenging 

practices and competitive activities.  

9. Duty to Warn – Coaches are required to warn parents and athletes of unsafe practices 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. 

10. Duty to Ensure Athletes are Covered by Injury Insurance – Athletics administrators and 

coaches must screen athletes to ensure that family and/or school insurance provides basic 

level of medical coverage. Athletes should not be allowed to participate without injury 

insurance. 

11. Duty to Provide Emergency Care – Coaches are expected to be able to administer standard 

emergency care (first aid, CPR) in response to a range of traumatic injuries. 

12. Duty to Design a Proper Emergency Response Plan – Coaches must design plans to ensure 

an expedited response by EMS and an effective transition to the care and supervision of 

emergency medical personnel. 

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. (follow School District guidelines – PGCPS provides transportation) 

14. Duty to Select, Train, and Supervise Coaches – Administrators have responsibility to 

ensure that appropriate skill and knowledge levels exist among members of the coaching staff 

to ensure appropriate levels of safety and well being among athletes. 

 

 

 

 

 

 

 

 

 
 



 

 

 



 

 

 



 

 

 
 

 



 

 

Monetary Procedures for Athletics 
 

The purpose of this policy is to make all staff members aware of guidelines that must be 

followed when handling money in the name of the school.  No organization using the school 

name or associated with the school may have an outside account.  All financial forms are 

available from the Accounting Secretary.  Monetary Transmittal Forms (MTF) are available 

from the Principal’s Secretary.  Any questions regarding financial procedures may be directed to 

the principal’s secretary. 

1. The Principal gives approval of any financial obligations incurred on behalf of the 

school and only the principal has the authority to sign contracts. 

2. At the beginning of each season, all coaches will be issued a receipt book. This book 

will be returned to the Athletic Administration for review at the end of each season.  No 

student should be responsible for the collection of money. That responsibility belongs 

to the teacher, coach, or sponsor of the group, class, or organization. No money is to be 

accepted for any reason without giving a receipt and without the sponsor keeping a 

copy. 

3. All money turned into the Accounting Secretary must be accompanied by a Monetary 

transmittal Form (MTF) (available from the Accounting Secretary) signed by the 

teacher/sponsor.  All money must be counted accurately with all coins wrapped (coin 

wrappers are available from the Accounting Secretary).  All deposits are to be turned 

into the Accounting Secretary by 12:00 noon to be included in that day’s deposit.  
No checks dated more than ten (10) days previous to the date of deposit will be 

accepted.  Each check should have noted on it the telephone number of the signer and 

the name of the student for whom it is being paid, as well as the name of the group 

making the deposit.  All checks are to be made payable to your high school. 

4. Disbursements will be made by check only.  Requests for payment must be submitted to 

the Principal’s Secretary in duplicate on a School Funds Expenditure Form (SPEF) 

by Friday of each week.  Only the principal can approve all SPEF’s before checks can 

be written.  Checks will not be available until the following Wednesday.  A receipt of 

invoice must accompany each check request or the check will not be written.  The 

money must also be available in that particular account before the check is written. 

5. Fundraisers: The sponsor of any group who wishes to conduct a fundraiser must first 

obtain the following forms from the Accounting Secretary:  (1) Calendar Request, (2) 

fundraiser Request and Authorization, (3) fundraiser Completion Report, and (4) 

student Remittance Report. The Calendar Request should be submitted to your 

Administration for approval. The Fundraiser Request and Authorization Forms should 

be turned into the Accounting Secretary.  Two weeks after the Fundraiser is completed 

the Fundraiser Completion Report should be submitted to the Accounting Secretary.  

Monies collected should be turned into the Accounting Secretary before 12:00 noon 

daily. Financial debts owed by student(s) should be submitted on a “Report Card 

Withhold Form” and submitted to the Accounting Secretary.  Also remember that there 

is a 5% sales tax which must be paid on any items sold. No new fundraisers can be 

approved for a particular group unless all forms from the previous fundraiser are 

complete. 



 

 

Student Activity Funds Procedures 

Information Provided by Nancy E. Williamson, Certified Internal Auditor PGCPS Internal 

Audit Office 

The primary areas of concern for the staff related to the student activity funds are as follows: 

1. Collections 

2. Disbursements 

3. Sponsoring a club or a Special Activity (Restricted Funds) 

Collections: 

a.  Staff must obtain a pre-numbered Monetary Transmittal Form (MTF) from the 

office; staff member is responsible for that form and must return either the form 

with the money or if the form has to be voided, return it to the secretary and sign 

for a replacement. 

b. Provide a receipt, if requested by the student or parent; 

c. Submit all money to the office on the day collected; do not store money in your 

room, do not take money home overnight, do not withhold any money collected 

(do not pay expenses from the cash collected). 

d. Submit the money in the same denomination in which it was collected. 

e. Complete the MTF-all sections; be mindful of accuracy and completeness; 

indicate the account to be credited; remember to indicate sales tax, if applicable; 

sign and date; attach detail to support collections (ex:  student remittance report, 

class list ). 

f. MTF distribution: 

1. Pink copy-you keep in your ‘MTF’ envelope; 

2. Original and yellow copies-to the drop safe with the money; after secretary 

verifies the accuracy of the money and the completeness of the form, the form 

will be signed and dated. 

3. Yellow copy-returned to you for attachment with the pink copy in your MTF 

envelope. 



 

 

4. Both the pink and yellow are retained by you until year-end check out; prior to 

check out, you should make sure all your pink and yellow copies are in the 

envelope, seal the envelope and initial across the sealed area; turn in the 

envelope to the designated administrator. 

Disbursements 

a. Pre-approval by the Principal is required before spending money or obligating 

the school. 

b. Complete the top portion of the School Funds Expenditure Form and submit to 

the Principal for pre-approval; Athletics must be submitted to the Athletic 

Director who will authorize and submit to the Principal; Principal may elect to 

require the subject department chair to review and approve all expenditure 

requests for instructional materials prior to submittal to the Principal. 

c. After approval, obtain the Maryland sales tax exemption Certificate from the 

secretary. 

d. Make the purchase (Spend your own money?  Place a phone Order?  Regardless 

of the method of purchase, Principal Pre-approval is required.) 

e. Original, itemized receipt or an invoice is required. 

f. Complete middle action of the School funds Expenditure Form, Attach original 

receipt or invoice and submit to the Principal. 

g. If you spent your own money, a check reimbursing you will be prepared. 

h. If you placed a phone order, the school will be invoiced.  (Be mindful, that all 

invoices received by the Principal must have been pre-approved.) 

i. Do not pay for expenses with cash that has been collected; all Money received 

must be deposited in the school’s bank account and all expenses must be paid 

with a school check. 

Sponsoring a Club or a Special Activity (Restricted Funds) 

There are financial responsibilities associated with extra-curricular activities. 

Do not spend money you do not have; 

Do not make commitments to spend money you do not have. 

Restricted funds must be spent for only the identified purpose; 

Submit all contracts to the Principal for approval and signing. 

a. Maintain a separate file of all financial transactions pertaining to the restricted funds 

account. 



 

 

b. When recording receipts on an MTF, be very specific about which restricted account 

is affected, especially if you collect money for more than one purpose. 

c. Senior Class has sub-accounts:  fundraisers, graduation expenses (cap & gown, 

announcements); prom expenses; yearbook orders; late fees; Referencing “Senior 

Dues” is not adequate.  An itemization per sub-account is required. 

d. Items sold by the school or a club (i.e. agenda books, gym uniforms, swim suits, staff 

shirts, fundraiser products, etc.) are subject to Maryland’s 6% sales tax.  (See 

Administrative Procedure 5137, sales Tax.)  The account sponsor must calculate the 

tax amount and indicate it on the MTF when money is submitted to the office. 

e. Fundraiser activities are subject to Administrative Procedure 5135.1. Principal may 

designate a staff member to conduct a preliminary review of all FR requests. 

1. Request and Authorization Form must be submitted in advance and approved 

by Principal (or designee). 

2. All contracts must be signed by the Principal; 

3. A master calendar of scheduled fundraisers should be maintained by the 

Principal’s designee. 

4. Upon completion of the fundraiser, the sponsor must submit the Fundraiser 

Completion Report. 

5. If a sponsor fails to follow the procedures or if a fundraiser Project loses 

money, subsequent fundraiser requests may be denied. 

f. Every month, the sponsor for restricted accounts should receive a detailed financial 

report reflecting all transactions for the year; the sponsor must review the report for 

accuracy and completeness, sign, date, and return to the Principal; discrepancies 

should be documented and discussed with the Principal; resolution to any differences 

should be reflected on the next monthly report; monthly review and verification is 

vital to maintaining an accurate accounting of the restricted funds. 



 

 

Code of Ethics 

This Code of Ethics for coaches has been endorsed by the members of the High School Athletic 

Association. 

As an athletic coach in Prince George’s County, I shall do the following: 

 Strive to develop in each athlete qualities of leadership, initiative, and good judgment 

 Respect the integrity and personality of the individual athlete in the selection of the team 

as well as in the playing of the game 

 Demonstrate positive human relations skills 

 Encourage the highest standards of conduct and scholastic achievement among all 

athletes 

 Seek to inculcate good health habits including the establishment of sound training rules 

 Fulfill responsibilities to provide health services and an environment free of safety 

hazards 

 Exemplify the highest moral character, behavior, and leadership (i.e., refrain from the 

use of abusive language) 

 Promote ethical relationships among coaches 

 Encourage respect for the value of all athletics 

 Abide by the rules of the game in letter and spirit relative to your sport (developed by 

coaches of each sport) 

 Respect the integrity and judgment of sports officials by refraining from any public 

confrontation and by instructing my players to do the same 

 Display modesty in victory and graciousness in defeat 

 Demonstrate a mastery of and continuing interest in coaching principles and techniques 

through professional improvement 

 Have knowledge of the rules governing athletics in the State of Maryland and Prince 

George’s County. 

 

 

 

 



 

 

Administrative Responsibility/ Job Description of Coaches 

The coach is expected to provide an atmosphere in which all athletes are treated in a fair and 

equitable manner.  The coach shall exercise appropriate leadership to ensure that the program has 

a positive and productive influence on the total educational experience of athletes. 

The coach must know his/her sport thoroughly, be familiar with current trends of the sport, 

have adequate skill background, and encourage wide student participation in the sport.  The 

coach must be cognizant of all safety issues and hazards associated with his/her sport, 

communicate these concerns to players and parents, and devote full effort in providing as 

safe an atmosphere as possible. 

Regulations, procedures, and guidelines that affect coaches are interspersed in various 

sections throughout this handbook.  The following items provide a general job description for 

coaches in the PGCPS interscholastic athletic program.  Coaches shall: 

1.   Selection of the squad: choosing the members of the athletic teams is the sole   

      responsibility of the coaches of those teams. 

2.  Assume responsibility for following the regulations in this handbook; know the content 

of appropriate rules books of national organizations; adhere to regulations outlined in the 

MPSSAA Handbook; adhere to procedures and guidelines contained in current state 

tournament bulletins; and follow the regulations of other organizations governing that 

sport. 

3. Organize tryouts, practices, scrimmages, and games within defined guidelines of PGCPS 

and MPSSAA regulations and plan regular practices when county regulations permit.  It 

is the expectation that teams practice every day in the course of the season except on 

those days where practice is not allowed by PGCPS regulation or where the team is 

involved in a contest. 

4. Collect all required forms from students prior to their participation, including, current 

health inventory (physical examination), parent permission form, emergency medical 

card, and other forms as required by the school.  The physical examination must be 

performed by a licensed physician, certified physician assistant under the supervision of a 

licensed physician, or certified nurse practitioner before the student participates in any 

clinic, tryout, practice, or contest.  A medical examination is valid for one calendar 

year.  Coaches are to inform those athletes whose parents are divorced and have joint 

custody that permission forms must be signed by both parents. 

5. Submit to the athletic director necessary reports and forms, including, but not limited to, 

medical evaluations, parent permission forms, eligibility reports, rosters, injury report 

forms, return to play forms, lists of scrimmages, and practice schedules. 

6. Understand and inform all athletes of guidelines regarding proper conduct, training rules, 

safety, and regulations established by PGCPS, PGCPSSAA, MPSSAA, the local school, 

and the individual coach. 

7. Attend all practices, scrimmages, games, and coaches’ meetings. 



 

 

8. Assume responsibility for sportsmanlike conduct of all players and team personnel and 

stress the importance of good sportsmanship to all team members. 

9. Demonstrate concern for the success of the entire athletic program and not just that of a 

particular sport. 

10. Advertise programs within the school and at feeder schools to encourage wide student 

participation in their sport. 

11. Verify the eligibility of all participants according to both PGCPS and MPSSAA criteria.  

12. Provide for effective locker room supervision prior to and after practices and contests. 

13. Maintain appropriate individual and team statistics and records. 

14. Notify the athletic director in writing, no later than the following day of any student(s) or 

coach (es) ejected from a contest.  

15. Develop a plan for removing players immediately from the area in case of an emergency. 

16. Periodically inspect equipment, fields, and facilities for safety, and report problems to the 

athletic director. 

17. Mark and prepare playing areas for each home contest. 

18. Submit to the athletic director an accurate preseason and postseason inventory of 

equipment and uniforms and assess appropriate team members for the cost of lost 

uniforms, equipment, and supplies. 

19. Participate in awards and school recognition programs. 

20. Maintain positive public relations with school staff, community members, booster 

organizations, opposing coaches, universities, and news media. 

21. Attend administrative meetings with the principal, athletic director, assistant athletic 

director, and parents or guardians as appropriate. 

22. Attend countywide pre-and postseason meetings conducted by the director or supervisor 

of interscholastic athletics. Countywide coaches' meetings take precedence over practices 

and scrimmages. 

23. Submit to the athletic director a budget request for replacement of supplies and/or 

equipment, maintenance of equipment, and facility repairs. 



 

 

24. Show concern for the academic success of athletes.  This includes monitoring the 

academic records and progress of team members, and verifying that each athlete meets 

the academic eligibility requirements throughout the season.  Coaches are expected to 

check that incomplete grades are made up within a 10-day period. Coaches must verify 

eligibility by looking at the grades on the report card. Coaches should not rely on the 

eligibility statement on the report card, nor on "eligibility lists." 

25. Assist interested athletes in furthering their educational opportunities. 

26. Assume responsibility for monitoring class attendance of team members and for 

following regulations regarding the required daily attendance of players. 

27. Direct captains and other team members not to organize “informal” practices at any time, 

including religious holidays, school cancellations, or other designated non-practice days. 

28. Review carefully the PGCPS policy on Child Abuse and Neglect. 

29. Establish and distribute to participants and to the athletic director prior to the season the 

written team standards, which include: 

A. Criteria for team selection.  Participation in summer, evening, or weekend 

programs or outside teams may not be used as criteria for team selection or 

determining a player's status on a team. 

B. Criteria for earning an athletic letter and other awards. 

C. Rules concerning the prohibition of the use of tobacco, alcohol, or illegal drugs 

during the season and the penalties for infractions as established by that school. 

D. Other expectations of the coach, which should be communicated to athletes 

and parents prior to the start of the season. 

30. Maintain current certification in CPR including the use of automated external 

defibrillators (AEDs). 

31. Provide a list of summer activities and schedules to the Athletic Director. 

32. Provide information on concussion awareness to student athletes and parents 

(MPSSAA/CDC/NFHS handout).  

33. Provide information on heat acclimatization to student athletes and parents 

(MPSSAA/CDC handout/NFHS).  

These coaching responsibilities are not all-inclusive. Refer to the PGCPS Appointment and 

Authorization Form for Athletics and Intramurals in this handbook for additional 

responsibilities of coaches.   

 



 

 

Supervision of Players 

The coach or athletic director responsible for the conduct of the team must accompany 

teams/squads to all contests and must remain until the event is over and all team members have 

left school property.  If the team is returning to their home school, the coach must not leave any 

student unsupervised at the home site.   A visiting team shall not be allowed into a locker room 

or allowed to begin to warm-up unless accompanied by a coach or appropriate school 

representative. 

Transportation 

All teams must travel in county approved busses to and from all athletic events.  All team 

members must travel as a group to and from all athletic contests.  If approved by the local school 

principal or principal’s designee in advance, a team member may be released to the custody of a 

parent or legal guardian at the conclusion of an away contest.  Approval must be requested in 

written form prior to the specified event and signed by the student-athletes parent or legal 

guardians.  The principal or principal’s designee shall sign all authorized requests.  The local 

school principal or principal’s designee must approve any other exceptions to this mode of travel 

in advance. 

Coaches will not provide transportation after practices and athletic events. 

Vans of any kind are prohibited. 

Awards 

In order to qualify for postseason awards, the student-athlete must complete the season in good 

standing and fulfill all team-related obligations.  Each school is responsible for developing its 

own policy for achievement and distribution of athletic awards. 

Study Hall 

Each School is responsible for developing its own policy for study hall attendance. 

Food/Snacks 

The brining of food/snacks for athletes should be limited to store bought items packaged in its 

original packaging. Coaches will not be reimbursed for these items. 

Celebratory Activities 

Athletic director and principal must approve all celebrations involving players, coaches, and 

students associated with teams.   This would include, but not be limited to parties, cookouts, etc. 



 

 

Procedure for the Removal/Dismissal  

of a Student-Athlete from Any Athletic Team by a Coach 

1.   A copy of all rules and consequences established by the coach must be provided to the student-athlete 

and their parent(s)/guardian(s) prior to the start of the season.  It is also recommended that parents 

sign and return a copy of those rules to the coach for record keeping purposes.  It is highly 

recommended that any changes to these rules made during the season by the coach be put in writing 

and re-issued to the student-athlete and parent/guardian. 

2.   Prior to the removal, the coach is to notify the Athletic Director and the Principal of any player being 

removed from the team for rule(s) violation or any other reason.  In addition, it is the responsibility of 

the coach to notify the parent(s)/guardian(s) of the student-athlete of the dismissal within 24 hours by 

phone.  Notification of parent/guardian should also be made in cases of the student-athlete quitting 

the team. 

3.   The coach must complete the Student-Athlete/Parent Notification Form and copy it to the Athletic 

Director.  On this form, the coach will explain the series of events that lead to the decision and any 

issues that were raised during the conversation with the parents. 

4.   Upon receipt of the completed form, the Athletic Director shall: 

 review the completed form 

 forward a copy of it to the principal as means of notification 

 mail a copy to the parent(s)/guardian(s) 

The form should be mailed to the parents within 48 hours of the dismissal or student-athlete’s quitting the 

team. 

5.   Notification of the dismissal should be done by the head coach in the presence of an appropriate 

school staff member and in private when ever possible.  It is recommended that another coach or 

Athletic Director be present for the dismissal notification with the student-athlete.  Specific reasons 

should be presented to the student-athlete at that time. 

6.   A conference involving the parent(s), the student-athlete, the coach, and the athletic director should 

be scheduled at the earliest convenience, if requested by the parent(s). 

7.   If the parent(s) are not satisfied with the rationale for the dismissal after the conference, they may 

appeal to the principal.  If not satisfied with the results of the meeting with the principal, they may 

appeal the action to the Director of Interscholastic Athletics for Prince George’s County Public 

Schools.  A further appeal must be addressed to the Superintendent of Schools in the form of a letter.  

The letter must be addressed to the superintendent of schools in care of the Executive Director for the 

High School Consortium.  

8.   It is highly recommended that the entire procedure detailed in this procedure be implemented and 

completed as quickly as possible.  Time from initial notification to the initial parent conference 

should not exceed 72 hours (3days). 



 

 

Student-Athlete Dismissal/Parent Notification Form  

 

School Name: 

School Address: 

School Phone Numbers: 

This form is to be completed by the coach when disciplinary action has been taken against a 

student athlete or when a student athlete is dismissed from an athletic team.  Coaches will follow 

the procedure for the removal of a student athlete when completing this form. 

NAME OF STUDENT-ATHLETE ___________________________________________ 

GRADE _______  HOMEROOM _________ DATE _________________ 

COACH ____________________ SPORT _________________________________ 

PRIOR INTREVENTIONS 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

REASON FOR DISMISSAL FROM TEAM 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

DATE AND TIME OF DISMISSAL ___________________________________ 

DATE AND TIME OF PARENT NOTIFICATION _________________________ 

WAS A PARENT CONFERENCE WITH THE COACH AND ATHLETIC 

ADMINISTRATION HELD?    YES       NO 

IF YES, DATE AND TIME OF CONFERENCE ___________________________ 

____________________________  

Coach’s Signature/Date 

____________________________  

Athletic Director’s Signature/Date 
 

 



 

 

Weather Guidelines 
 

Temperature Humidity Air Quality Index Activity  

Mid 70s – Low 80s F  Code Green        0-50 

Good Air Quality 

No restrictions 

Upper 70s – Mid 80s F Less than 70% Code Yellow       51-100 

Moderate Air Quality 

Watch carefully 

Upper 70s – Mid 80s F More than 70% Code Yellow       51-100 

Moderate Air Quality 

Provide a 10-minute 

rest period each hour 

Upper 80s – Low 90s F Any Code Orange    101-150 

Unhealthy for sensitive 

groups Air Quality 

Observe carefully  (especially at 

risk individuals) frequent water 

breaks 

Mid 90s – 100 F Any Code Red         151-200 

Unhealthy Air Quality 

 

Hold one morning and one 

evening non-school day practice 

after 5:00pm, or one school day 

practice of one hour, with 

mandatory water breaks every 20 

minutes.   

 

Games cancelled. 

Mid 90s – 100+ F Any Code Purple     201-300  

Very Unhealthy Air 

Quality            

Afternoon practices cancelled. 

Games cancelled. 

 

It is the coach’s responsibility to call for air quality color codes and respond 
appropriately. The forecast and color code can be obtained by calling 202-962-3299 
and/or visit their website at http://www.mwcog.org/environment/air/data. 
 
Air quality (ground level ozone or smog) deteriorates when temperatures are in excess of 

90, with low or no winds and clear skies.  When such conditions are anticipated, a Code 

Orange, Red or Purple forecast is issued. Under such conditions at-risk individuals, who are 

heavily exercising, should be closely watched and if experiencing any breathing difficulties, 

immediately required to cease exercising and move indoors.  At-risk individuals include 

those who responded “yes” on the Medical Evaluation Form to being asthmatic or having 

heart and lung function problems (Part I), and individuals who responded “yes” to having 

experienced chest pains, shortness of breath, weakness when exposed to high temperatures, 

or impaired lung function (Part 3). 

In hot, humid weather, coaches are expected to use good judgment in determining the length 

and type of outdoor practice.  Frequent practice breaks and drinking water must be provided.  

Coaches must be aware of signs of heat exhaustion.  Players who exhibit these signs are to 

cease practicing.  Salt tablets are not to be issued. 

When schools are dismissed early because of heat, no practices, meetings, or contests are 

allowed. 

http://www.mwcog.org/environment/air/data


 

 

In extremely cold weather coaches are expected to use good judgment in determining the 

length and type of practice.  Athletic events may be rescheduled by mutual agreement of the 

athletic directors of the opposing schools if the wind-chill factor could be detrimental to the 

health and safety of the athletes. 

Thunder and Lightning 

Procedures for suspending outdoor athletic events because of lightning/thunder: 

 a. If thunder and/or lightning can be heard or seen, stop the activity and have players and 

spectators seek protective shelter immediately. 

 b. Inform players that in situations where thunder and/or lightning may or may not be 

present, if they feel their hair stand on end and skin tingle, immediately assume the 

following crouched position: drop to their knees, place their hands/arms on their legs, and 

lower their head.  They should not lie flat. 

 c. In the event that either thunder or lightning should occur, allow 30 minutes to pass after 

the last occurrence of thunder and/or lightning before resuming play. 

  (1) In case of lightning and/or thunder during an athletic practice, scrimmage, or 

contest, the activity will be suspended immediately.  Players and officials should 

seek shelter.  Spectators will be directed to leave.  All coaches are expected to 

have an alternate plan for seeking shelter and/or expedient departure in case of 

lightning/thunder or other severe inclement weather. 

  (2)  The principal has the final authority to delay or postpone events because of 

lightning and/or thunder.  If the principal is not present, the host athletic director 

has the responsibility; if the athletic director or designee is not present, coaches 

have the responsibility. 

  (3)  If a game is suspended because of lightning and/or thunder, it shall be resumed the 

same day, if possible, at the discretion of the officials and host athletic director. 

  (4) When a contest has been suspended for more than 1 1/2 hours (cumulative time) 

due to inclement weather, the contest shall be ended.  The game will be 

rescheduled at a later date or continued from the point of suspension, in 

accordance with the rules governing that sport. 

Unless a countywide decision is announced, the decision to postpone outdoor athletic events 

because of adverse field conditions or inclement weather is the responsibility of the host athletic 

director or designee. 
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*Holiday begins at sundown of the day before.  **Football practice (a.m.) may be held for teams participating in MPSSAA 
Play-offs. Schools may participate in Maryland Public Secondary School Athletic Association Regional and State 
Competitions scheduled on Holidays. 
No other activities may be held on the aforementioned dates (i.e. weiqht fiftinq, open gym/fields for any sport, conditioning 
programs, etc.) 
If you have questions, please contact Mr. Earl Hawkins, at 301-669-6000 or ehawkins@pclcps.or.q. 
ADA:eh:am 
Cc : 
Dr. Alvin L. Crawley Ms. Monica Goldson 

Members of Executive Cabinet  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Hiring Procedures for Employing Coaches 

 

Vacancy Announcement  

 Identify and submit coaching vacancies to the Director and/or Supervisor of 

Interscholastic Athletics. 

 The Director and/or Supervisor of Interscholastic Athletics submit to Human Resources 

Recruiting and Staffing Specialist a request to post coaching vacancies. 

 After the posting closes, the Principal will receive through iRecruitment a list of eligible 

candidates and resumes through Oracle Workflow – Prod within 48 to 72 hours. 

Interviews 

 The Hiring Procedures for Employing Athletic Coaches will include the following forms 

that are to be used for the interview process:  an applicant evaluation form, an approval 

sheet of recommended candidates, and coaches request form. The packet is available in 

each Athletic Director’s shared folder.  

 Interviews must be conducted by a panel to include the Principal or his/her designee, 

Athletic Director, and a school administrator at a minimum.  

 Interviews are conducted using a uniformed interview process, as established in the 

procedures for the employment of athletic coaches, at the school building. 

 All interview questions are to be approved by the Human Resources Recruiting and 

Staffing Specialist prior to conducting interviews. 

 Certificated candidates must be interviewed and considered first. A justification must be 

submitted to and approved by Human Resources whenever a certificated candidate is not 

recommended. 

 At the conclusion of the interviews, the Athletic Director submits all required forms 

(applicant evaluation forms, approval sheet of recommended candidates or coaches 

request form, interview questions, list of candidates interviewed indicating date and time 

interviewed to the Recruiting and Staffing Specialist. 

 The Recruiting and Staffing Specialist will contact the candidate and offer the coaching 

position.  

 Principal, Athletic Director, Director of Interscholastic Athletics, and Supervisor of 

Interscholastic Athletics will be notified of candidate’s acceptance or non-acceptance by 

email. 

 

 

 



 

 

Newly Hired Coaches 

 Coaches selected for a coaching position must bring two forms of identification 

(Passport, Driver’s License, Birth Certificate, or Social Security Card) on appointment 

date. 

 All newly hired coaches will complete and sign a “Code of Ethics and Fundraising 

Guidelines” form and an “Appointment and Authorization Form for Athletics and 

Intramurals,” which will be maintained by the Athletic Director at the school. 

 All temporary/emergency coaches must be approved by the Associate Superintendent for 

High School Performance, Principal, Athletic Director, and Director of Interscholastic 

Athletics. 

 All newly hired coaches (external applicants), including volunteers, will be contacted and 

scheduled for an appointment by the Recruiting and Staffing Specialist to complete a 

Temporary Employee Packet, be fingerprinted and set-up for Data Entry. No new coach 

shall start without being fingerprinted and processed through the Office of Administrative 

and Support Staffing. 

 

Fingerprinting and Background Check 

See AP 4215 



 

 

Rules and Restrictions 

Scrimmages 

The number of scrimmages is limited to two (2) home and two (2) away scrimmages for all 

athletic teams during the preseason and regular season.  Scrimmages may not be conducted 

prior to day 6 for fall sports. Athletic teams will be allowed 1 postseason scrimmage.  All 

scrimmages must be within the fifty (50) mile radius that is allowed by the Prince George’s 

County Public School Transportation department.  However, a school may have the option or 

flexibility of having more home than away scrimmages (ex. 3 home, 1 away). – see MPSSAA 

Handbook for definition of a scrimmage. 

Bench Personnel 

Persons permitted on the players’ bench shall be limited to eligible players in uniform, 

student managers, coaches of the team, and medical personnel.  The head coach shall be 

responsible for maintaining orderly conduct on and in the vicinity of the team bench. 

Eligibility to Participate 

Administrative Policy 5122 (See AP handbook) 

Students must achieve a 2.0 GPA to participation in interscholastic athletics and 

extracurricular activities. 

Ejection of Coaches 

If a coach is ejected from a contest, he/she must leave the area of the contest and shall not be 

visible to or have communication or visible contact with players, officials, spectators, or school 

personnel until the contest is completed.  If there is no member of the coaching staff from the 

school or another PGCPS certified coach present to assume responsibility the contest will be 

forfeited.    

If a coach is ejected from a contest he/she must notify the school principal and athletic director in 

writing within 24 hours.  The athletic director should notify the director of athletics or supervisor 

of athletics of any ejections.  A coach who is ejected from a contest is suspended from 

participation in the next contest.  If a second ejection occurs, the coach is suspended for the 

rest of the season.  The suspended coach may not be on the premises of the contest, including 

bleachers or adjacent areas. 

Hazing 

Hazing of any nature is prohibited.  Players shall not be subjected to any “initiation rites” 

whatsoever (i.e. freshman caring the bags for upper classmen).  Hazing is degrading to the 

individual and is counter-productive to the goals of the school system and to the dignity and 

rights of the individual.  Coaches must counsel team members and ensure that "initiation" or 

"hazing" incidents do not occur. 

 



 

 

 

Influence on Athletes to Play One Sport 

Coaches shall not advise or exert any pressure on students or parents not to participate in a 

particular sport in order to “train” for another sport. 

Medications/Supplements 

Coaches may not recommend, make available, or administer dietary supplements, pain relievers, 

medications, or substances that purport to enhance growth, strength, stamina, or athletic 

performance.  This restriction does not include water or sports drinks that are used primarily for 

fluid replacement (for example Gatorade, Powerade).  Coaches with concerns about a student’s 

diet or physical comfort may advise parents to consult their child’s physician. 

Clinics 

The regulations below are in addition to regulations contained in the MPSSAA Handbook.  The 

regulations pertain to out-of-season and in-season coaching of PGCPS athletes including, but not 

limited to, summer leagues, recreational teams, camps, clinics, and other instruction of team 

members. 

a. PGCPS coaches and cheerleader and pompon sponsors may not be involved with the 

collection of monies for any non-PGCPS athletic related activity.  School or booster 

club funds or checks may not be used for team registration fees, league fees, 

uniforms, or equipment.  School or booster club funds may not be used for purposes 

beyond the defined school interscholastic athletic program. 

b. PGCPS coaches may not apply for a facility for team practices, open gyms, leagues, 

camps, or clinics in which students who are returning players and the coaches are 

employed are involved.  Approval for the use of facilities by outside groups must be 

obtained through the Facility Use Applications and Permits office.  

c. PGCPS coaches may not open a gymnasium or any facility for a non-PGCPS activity. 

d. PGCPS regular season coaches may not participate in out-of-season practices or 

competitions, except as provided by MPSSAA regulations. (This includes verbal and 

non-verbal communication.) 

Loss of Instructional Time – Sports teams and cheer teams may not travel to events that require 

a loss of instructional time.  

Interpretation: Participation in an event must be within the USA, does not involve loss of 
instructional time, and complies with the local school system policies and procedures 
for school travel. 

 

 



 

 

Open Gym/fields and Conditioning (Revised 2012) 

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS INTERPRETATION OF “OPEN GYM” 

POLICY 

In order to conform to the letter and spirit of state and county rules governing out-of season 

practice restrictions: 

Any after-school athletic activity (such as weight-lifting, open gym/field for any sport, 

conditioning programs, etc.) conducted and supervised by coaches or school staff should meet 

all of the following criteria: 

 Open to the student body as whole, not just athletes. Must meet the required 2.0 

no E rule. 

 Not open to the general public or students from other schools. 

 Dates and times announced and publicized to the student body as a whole. 

 Be conducted immediately before or after school when possible. 

 No coaching or instruction may take place!  Instruction may occur during 

weight training to ensure proper lifting techniques. Coaches may be present 

for supervision and liability purposes only. 

 Subject to approval by principal 

 Recommended seasonal 

 Must not interfere with in-season team practices or games.  In-season teams will 

have first priority of facility use, followed by any out of season teams or 

conditioning programs as coordinated and approved by the athletic director. 

 Open gym/fields and conditioning cannot be held on days when schools 
are closed for students. 

 

 

 

 

 

 

 



 

 

Out-of-Season Teams Interpretation 

At the April 25
th

 MPSSAA Board of Control meeting, the Board voted 27 to 21 to further 

refine the definition of an out-of-season team in which members of the high school coaching 

staff may serve as coaches. 

The enhanced interpretation applies only to outside school teams and becomes effective as 

of the last State Championship game this May.  The action does not change any of the current 

regulations regarding the high school sport season, out-of-season practice, summer camps or any 

other regulation.  It only defines the number of returning athletes that may be members of an 

outside team that is coached by a member of the school coaching staff. 

The wording of the interpretation is as follows: 

OUT-OF-SEASON PRACTICE  

Member MPSSAA schools and coaches of member schools shall confine school practices to the 

seasonal limitations as defined in Regulation .03 of this chapter  

Interpretation: Any school group or team gathering consisting of three or more players that has 

assembled for the purpose of drilling or instruction would constitute a violation. School 

coaching staffs may work with a maximum of two players per day. 

.04E(2) “A coach may not coach a team representing the coach’s school beyond the sports 

season as defined in Regulation .03 of this chapter.” 

Interpretation: Any paid or volunteer coach at a member school may coach a non-school team 

provided the team has no direct affiliation with the school. When coaching non-school teams, 

including returning school players on non- school teams, the following criteria shall be 

observed: 

a. The non-school team may not use a name directly connected with the school 

b. The non-school team may not use school uniforms, equipment or funds;  

c. The non-school team may not use school facilities except as allowed by local school system 

guidelines; 

d. The non-school team must meet local school system standards of a non- school team; and 

e. The number of returning school players on the non-school team is limited according to the 

following timeframe. 

Timeframe  

1. From the start of the fall sports season as defined in Regulation .03, to the last 

state championship game of the spring season, the outside teams roster does not 

exceed 80% of the returning players of what would constitute a starting lineup 

in that sport OR a modified version thereof. i.e., 7-on-7 football, 3-on-3 

basketball, indoor soccer, indoor lacrosse, etc. 



 

 

 STARTING SPORT LINE UP LIMIT 
 Baseball 9 7 

  Basketball 5  4 

  Cross Country 7 5 

  Field Hockey 11 8  

  Football 11  8 

  Golf  4 State members 3 

  Gymnastics—Boys 6 events 4 

  Gymnastics—Girls 4 events 3 

  Lacrosse 10 8 

  Soccer 11 8 

  Softball 9 7 

  Swimming  12 events 9 

  Tennis  8 State events 6 

  Track & Field  18 events  14 

  Volleyball 6  4 

  Wrestling  14 11 

 

2. From the last state championship game of the spring season to the first 

day of fall practice, the outside team roster is unrestricted on the number 

of returning players. 

 

To avoid any confusion, misapplications, or violations of State Board of Education Regulations, 

coaches, athletic directors, and principals are strongly urged to check with Local Supervisors 

with any questions, doubts or confusion about this revised policy. 

In addition the MPSSAA has supplied some answers to some frequently asked questions.   

Frequently Asked Questions 

In response to questions concerning the revised interpretation regarding what constitutes an out-

of-school team the following points of emphasis are offered: 

 This more inclusive interpretation of the rule only applies to outside teams that are 

competing in a bonafide league that is organized by a recognized not for profit 

organization. 

 Teams are non school in nature and by interpretation.  Thus, use of school name, 

uniforms, equipment and finances are prohibited.  



 

 

 Current regulations regarding summer camps and team camps are unaffected by 

this action and remain in force.  If it looks like a camp, sounds like a camp, 

structured like a camp and conducted like a camp…….It’s a Camp. 

 Practice for non school teams coached by members of a school coaching staff: 

- may not begin until after the last championship contest of the school year 

- must end at the conclusion of that team’s summer league schedule 

- may number no more than the number of contests scheduled for the 

summer league team 

 Participation on an out of school team may not be a prerequisite either direct or 

implied for inclusion on the school team.  

School funds may not be used for non-school teams (summer teams, camps, clinics, etc.)  

All funds placed in school accounts are subject to the aforementioned statement. 

Prayers 

Individuals or groups of students may, if they choose, voluntarily observe a silent moment for 

reflection, prayer, meditation, or other silent activity which does not interfere with other students 

in the exercise of their choice. Coaches and other school staff may not by words or actions 

encourage, discourage, or participate in such activity with students. 

Recruitment of Athletes 

Each coach should encourage students from his/her school and feeder middle schools to 

participate in the athletic program.  Coaches, booster club members, or other school-affiliated 

parties are not permitted to contact or recruit students who do not reside in the school attendance 

area or to encourage them to attend another school.  When a student or parent who does not 

reside in the school attendance area contacts a coach, the coach must inform that person of the 

rules and shall not encourage him or her to seek a transfer.  Violation of this rule will result in 

appropriate personnel action. 

Scouting 

Schools are permitted to scout upcoming opponents.  Scouting may take place only from 

established spectator areas and is prohibited from football end zones, including the imaginary 

extension of the end zone to infinity.  Opponents' contests may be videotaped, provided the 

videotaping in no way interferes with the playing or administration of the contest. 

Social Media: 

 

Coaches must exercise the utmost discretion when using social media outlets (Twitter, 

Instagram, Facebook, etc.) and personal communication devices (text, BBM, etc. with players 

and our school community. Communication with players must be related to your duties as a 

coach. 



 

 

Student Information 

Eligibility/Participation 

Administrative Policy 5122 (See appendix) 

2.0 Requirement for participation in Interscholastic Athletics and Extracurricular Activities 

Residency/Transfer Policy 

a.    Residency - A student is eligible to participate in Interscholastic Athletics at the school to 

which he or she is assigned under Prince George’s County Schools Administrative 

Procedure 5111.  School registration personnel shall determine that a student and parent 

or court appointed guardian resides in their school attendance area.  To verify the School 

Attendance by Street Report (SBS6030) shall be used. 

b. For the purpose of determining athletic eligibility students must establish one (1) place of 

residence. “Residence” is defined as the equivalent of the term “domicile” as applied by 

the courts of the State of Maryland.  Under no circumstances can a student have more 

than one residence for athletic eligibility. 

c.    Any change in residence must be bona fide.  The home address provided to the registrar 

and shown on the Interscholastic Athletics Parental Permission form must be the sole 

bona fide residence, and the school principal must be notified immediately of any change 

in residence, since such a move may alter the eligibility status of the student.  

d. Transfer Policy 

All students are expected to attend the school assigned to the address at which the parent 

(s) or legal guardian (s) resides.  Students must not withdraw from or cease attendance at 

their assigned schools except upon receipt of an official letter of transfer approval.  

Contextual Learning Environment (CLE) goals may affect transfer decisions. 

Students are ineligible if they do not have an approved transfer. 

Middle school students who attend school outside of their area of residence and who wish 

to remain in that pattern must apply for a wavier to be eligible for Interscholastic Athletics.  

Middle school students who matriculate to a high school other than the home attendance 

area school may not participate in Interscholastic Athletics.   

      Students not attending the school in the area in which they reside are not eligible to 

participate in Interscholastic Athletics.   

There may be exceptions to this policy. 

 



 

 

Appeal Process: 

If unusual circumstances exist, a student may appeal the ineligibility in writing to  

Mr. Earl  Hawkins, Director of Interscholastic Athletics, 4400 Shell Street, Capitol Heights, 

MD 20743.  A copy of the approved transfer form (PGIN – 75403001) must accompany the 

appeal. 

Process: 

The Director of Interscholastic Athletics will meet with the school principal (s) and athletic 

directors involved to decide if the appeal should be granted. 

Attendance Policy 

a. A student must maintain high standards of citizenship.  A student suspended from school 

is ineligible to participate in athletics for the duration of the suspension. 

b. Students must be in school to practice or participate in any sport contest that particular 

day (except with legal excuses as defined by the Board of Education policy). 

All Star Games 

All-star games are not organized or administered by PGCPS.  Only seniors may participate, and 

only after the end of the season.  The MPSSAA Handbook states: 

.04, D., (5) “Individual students may participate in two all-star games per sport, upon the 

completion of their eligibility in the sport in which this participation occurs.” 

Ejections 

Athletes who are ejected from contests for unacceptable behavior, or who exhibit unsportsmanlike 

behavior before or after a contest, are suspended from participation in the next contest.  Suspended 

players shall not be on the sidelines during the existing contest or during the next contest. Coaches 

will notify the athletic director in writing of the suspension and date(s) of exclusion.  (See AP 0410) 

 

 

 

 

 

 

 



 

 

Title IX Information 

What Is It? 

Title IX is the portion of the Education Amendments of 1972 that prohibits sex  

discrimination in educational institutions that receive any federal funds. In brief,  

Title IX 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 educational program or activity receiving  

Federal financial assistance.1  

Title IX applies to any educational program at an institution that receives any federal funds 

— the majority of schools in this country, from elementary schools through colleges. 

Almost all private colleges, for example, are covered because they receive federal funding 

through financial aid programs such as Pell grants.  

Athletic associations may also be covered under Title IX if they receive federal funds.2  

If educational institutions are found to violate Title IX, their federal funding can be 

withdrawn. In all cases to date, however, institutions found to violate Title IX have agreed 

to specific plans to comply with the law rather than lose funding. An institution’s agreement 

to specific plans does not ensure that it will fulfill them.  

Therefore, after such agreements are made, citizens must continue to monitor Title IX 

compliance.  

Title IX is not just a “sports” law. It also covers sexual harassment, academic discrimination 

and workplace discrimination against students, employees and faculty at educational 

institutions.3 Title IX prohibits unequal educational opportunities throughout the entire 

educational environment.  

 Playing Fair: A Women’s Sports Foundation Guide to Title IX  



 

 

 



 

 

Game Management and Admission Policy 

 

Duties of Game Manager 

1. Hire and supervise game workers. 

a. Official timekeepers must be qualified individuals. 

b. Coordinate, with security officer, the activities of the police 

personnel. 

c. Send the ticket report to the athletic director after each home game. 

(varsity football only) 

d. Ensure that game workers sign-in 

2. Send attendance form for EMT to the Office of Interscholastic Athletics 

after each football and soccer home game. 

3. Greet the visiting team and spirit groups and show them to their locker 

room or warm-up areas. 

4. Provide private dressing facilities for officials. 

5. Provide visiting coach and officials with a key to dressing areas. 

6. Prepare fields and gymnasium for play. 

7. Obtain sideline crew in football. 

8. Provide each school with designated seating areas for its students, if 

necessary. 

9. Must report to game site as follows: 

a. Football – 90 minutes prior to starting time 

b. Basketball –  90 minutes prior to starting time. 

Pep Bands 

Home pep bands are permitted at basketball games with the approval of the principal or his/her 

designee.  Band members (musicians and dancers) must display good sportsmanship at all times. 

The band must be seated on the side of the gym opposite its team and may only play when an 

“official time out” is called.  Organized programs will be permitted during intermission.  Any 

band or other half-time presentation should be planned carefully, approved in advance by the 

host school, and should not interfere with the beginning of the second half of the contest.



 

 

The quest school’s pep band or marching band may attend outdoor athletic events with prior 

approval from the principal of the host school and the Director of Interscholastic Athletics.  Only 

pep bands (15 members only), with the aforementioned prior approvals may attend indoor 

athletic events. 

Band directors shall meet 30 minutes prior to the game to coordinate when each band will play.  

Bands shall not play at the same time. 

Cheerleading Squads 

Cheerleader coaches shall set an example by being cooperative and positive to each other. 

Cheers should be positive and non antagonistic.  Control the crowd by performing positive 

cheers when the mood of the crowd is down or negative.  Applaud when and injured player 

leaves the playing area.  

Unsportsmanlike Behavior of Spectators 

a. School officials have the authority to remove a spectator(s) from a contest for unruly 

to improper conduct.  The individual(s) may be removed for the duration of a 

particular contest or for any extended period of time depending on the severity or 

frequency of the improper conduct 

b. In severe instance, upon approval of the director of athletics, spectators may be 

excluded from multiple contests, for the duration of a season, or longer.  

Seating Arrangement/Team departure at Events 

a. Seating areas for home and away spectators should be clearly marked. 

b. In a stadium with bleachers on opposite sides, the home team should sit in front of the 

home team bleachers; the visiting team should sit in front of the visiting team 

bleachers. 

c. In the stadium with bleachers on one side only, both team benches should be on the 

side opposite the bleachers; or the visiting teams should be opposite with the home 

team in front of the home crowd. 

 d. In gymnasiums, home team spectators should sit behind the home team and in the 

bleachers directly opposite; visiting team spectators should sit behind the visiting 

team and directly opposite.  Cheerleaders should sit in front of their respective crowd, 

directly opposite their team. 

 e. At the conclusion of an athletic event, the visiting team should depart in a timely 

fashion and post game talks should be limited to ten (10) minutes or less. 



 

 

Signs and Noise Makers 

Radios, CD’s, tape players, musical instruments, noisemakers, and similar devices will not be 

permitted during any indoor activity.  Only signs that communicate positive support and have 

been approved by the host athletic director will be permitted 

Souvenirs/Promotional Sales Items 

Because of the possibility of injury, sale items are not to be tossed into the crowd or distributed 

during athletic contests. 

Broadcasting 

1. All promotional announcements must be impartial and in no way promote inappropriate 

behavior on the part of contestants, students or other observers.  No Play-by-Play 

broadcasting is allowed.  Broadcaster should avoid announcing play situation in advance.  

Broadcasters or announcers must remain cognizant of the purposes and the objectives of 

high school athletics. 

2. Upon principal’s approval, Athletic directors may employ disc jockeys or musicians to 

perform during their scheduled athletic events.  However, the athletic director or his/her 

designee is responsible for screening all music prior, during, and after every event.   

All broadcasted lyrics, words, and comments should be free of explicit, derogatory 

language. 

Admission Policy for Athletic-Related Groups  

1. All cheerleaders, members of pompon squad, majorettes, and band members will be 

admitted free to home contests only if they are performing and are accompanied by their 

coach or sponsor. 

2. Cheerleaders may attend away football games and play-off contests, if there is not a 

home contest at their school.  They may not attend other away athletic contests without 

prior permission from their principal, host school principal and the director of 

interscholastic athletics.  

Admission Policy for PGCPS Employees 

1. Teachers and staff from the home and visiting school (s) shall be admitted free of charge 

with proper identification (school photo identification badge). 

2. Central office staff shall be admitted free to all athletic events with proper identification 

(central office identification badge). 

Admission Policy for Complimentary Passes 

PGCPS and MPSSAA Passes will admit the bearer only.  A sign-in sheet shall be made available 

at all athletic events where admission is charged. 



 

 

1. Superintendent’s Passes will be given to the following: 

A. Coaches who are not listed as paid assistants (refer to coaching assignments per 

PGCEA Negotiated Agreement) 

B. Volunteer coaches 

2. MPSSAA Passes will be given to: 

A. Principals and Vice Principals 

B. Head Coaches  

C. Paid Assistants (refer to coaches assignments per PGCEA Negotiated Agreement) 

Admissions Policy for Senior Citizens (age 55 and over) 

Board of Education Policy 1261 mandates that senior citizens receive a discount on admission 

to athletic events.   

Accounting for Tickets and Ticket Pricing Policy 

 All athletic directors will receive an Athletic Ticket Report Form.   All athletic 
directors will sign this document and retain a copy.  A copy shall be given to the 
principal and a copy will be retained in the Office of Interscholastic Athletics. 

 Gate receipts from varsity football ticket sales are to be returned to the PGCPS 
Accounting Office.  Athletic directors must verify that funds have been sent to 
PGCSP by completing the online ticket report in GoogleDocs.  
 

 The online Cash Voucher Document must be completed for varsity football gate 
receipts. The Office of Interscholastic Athletics or his/her designee will account 
for those ticket sales.   

 

 Gate receipts for all other athletic event ticket sales are the responsibility of the 
school principal or his/her designee.  Tickets are to be kept in a secure location 
and accounted for at the end of each sports season. 

 

 Please refer to Administrative Procedure 3702 
 
 

Football 

Prince George's County Public Schools have a countywide (universal) ticket for all varsity 

football games acceptable at all varsity football games regardless of where they are 

purchased. 

 $ 400 - purchased by students in school, and a senior citizen at anytime 



 

 

 $ 5.00 - general admission purchased at the gate 

Basketball 

 A standard county admission fee for basketball games is 

 $ 4.00 - student ticket purchased in school, and a senior citizen at anytime 

 $ 5.00 - general admission purchased at the door 

Other Sports 

 Junior varsity football, volleyball, wrestling and soccer 

 • $ 3.00 - student ticket purchased in school, and a senior citizen at anytime 

 • $ 4.00 - general admission purchased at the door 

 • $ 5.00 – cheerleading competitions 

Guidelines Relative to Free Admittance to Athletic Events 

Regular Season Games Only 

C. All children age six (6) and under will be admitted free. 

D. Those persons holding Prince George's County Superintendent or MPSSAA passes 

will be admitted free after signing the pass sign-in sheet.  The game manager will provide 

a sign-in sheet for all athletic contests. (Prince George's County Superintendent passes 

are not acceptable at MPSSAA Regional or State playoff games.) Only the holder of the 

pass may be admitted free of charge. 

E. All athletic support groups, i.e., cheerleaders, pompons, band, etc., will be admitted 

free.  They must be in uniform, enter as a group and be accompanied by a sponsor. 

F. Junior varsity players of the two (2) participating schools will be admitted free when 

properly identified and enter as a group. 

Security 

Office of Interscholastic Athletics will provide police for athletic events as follows: 

1. Varsity Football (Athletics will cover the cost) 

a. 2 for day time games 

b. 4 for night games 

2. Varsity Basketball ( school must cover the cost) 

a.  2 for boys games 

b.  1 for girls’ games (should be requested  at least 2 weeks in 

advance when a large crowd is expected) 

 



 

 

Sportsmanship 

Expectations for Spectator Behavior 

   APPLAUD players for their efforts 

   ACCEPT the decisions of officials 

   APPRECIATE participants for their commitment 

  SUPPORT school personnel in conducting an orderly and spirited contest 

  MAINTAIN composure when breaks seem to go against your team 

   RESPECT the rights of other spectators 

   REWARD sportsmanlike behavior through cheering 

   FOCUS attention on positive aspects of competition 

   ENCOURAGE players by showing enthusiasm and positive recognition 

   DEMONSTRATE concern for the safety and welfare of athletes 

 

These young men and ladies are students and not professional 

athletes.  They will make errors in the course of competition, as 

will game officials and coaches.  However, all participants are 

trying their best.  Negative criticism and booing will not help 

them to improve and are unacceptable forms of expression at 

this event.  You can assist in their development as athletes by 

focusing attention on the positive aspects of their performance.  

Your cooperation is important and is appreciated. 

 

 

 

 

 



 

 

Sports Representatives 

OFFICE OF INTERSCHOLASTIC ATHLETICS 

301-669-6000 

SPORTS REPRESENTATIVES 2012-13 

 

SPORT NAME SCHOOL WORK # HOME# 

Baseball 3A, 2A, & 1A Bryan Harris Laurel 301-497-4300 860-989-4819 

Baseball 4A Bryan Harris Laurel 301-497-4300 860-989-4819 

Basketball – Boys Cedric Holbrook Bowie 301-805-2600 301-523-7064 

Basketball – Girls Ayana Ball-Ward Largo 301-808-8880  

Cheerleading Caneisha Washington 
Not in the 

School System 
301-952-2400 301-385-6909 

Cross Country Terri Dendy Northwestern 301-985-1820  

Football Julius Pinkney 
Frederick 

Douglass 
301-952-2400 240-409-3266 

Golf Jim Woods 
Frederick 

Douglass 
301-952-2400 301-627-1340 

Indoor Track Rich Andrulonis Bowie 301-805-2600 301-429-5415 

Soccer – Boys George Kallas E. Roosevelt 301-513-5400 301-782-7353 

Soccer – Girls Laura Barrett 
Judge Sylvania 

Woods 
301-925-2840  

Softball Luanne Smith Central 301-318-9367 301-583-7948 

Swimming John Venit Laurel 301-497-2050 301-725-7711 

Tennis – Boys & Girls 
Darrielle Flemming-

Robinson 

Dr. Henry 

Wise, Jr. 
301-780-2100 301-877-78170 

Track – Boys Carlyle Rose CH Flowers 301-636-8000 240-687-2586 

Track – Girls Vaughn Johnson 
Fairmont 

Heights 
301-925-1360 410-433-3081 

Volleyball Shirley Diggs High Point 301-572-6400 301-605-3625 

Wrestling 
Otis Felder 

 
301-636-8000 301-636-8000 301-452-1678 

Director 
Earl Hawkins 

 
Athletics 301-669-6000 301-952-1849 

Supervisor 
O’Shay Watson 

 
Athletics 301-669-6000 301-627-6160 

MPSSAA Ned Sparks 

 

MPSSAA 

 

410-767-0367 

410-333-3311 

(fax) 

 

 

 

 



 

 

2013-2014 School Calendar 
July 4  Thursday  Holiday* – Independence Day 

August 5-7  Monday - Wednesday Professional Duty Days for New Teachers 

August 8 Thursday Eid al-Fitr** 

August 12-16 Monday - Friday Professional Duty Days for All Teachers 

August 19 Monday First Day of School for Students 

September 2  Monday  Holiday* – Labor Day 

September 5 Thursday 
Holiday** – Rosh Hashanah – All Schools Closed – All 
Offices Open 

September 6  Friday  Rosh Hashanah** 

September 14  Saturday Yom Kippur** 

September 27  Friday  Professional Development – Schools Closed for Students 

October 10 Thursday First Quarter Progress Reports Released 

October 15 Tuesday Eid al-Adha** 

October 18  Friday  MSEA Convention – Schools Closed for Students and 
Teachers 

October 25 Friday End of First Quarter (46 days) 

October 28  Monday  Grading/Teacher Planning – Schools Closed for Students 

November 7  Thursday First Quarter Report Cards Released 

November 11  Monday  Parent-Teacher Conferences – Schools Closed for Students  

November 27  Wednesday  Thanksgiving Break – Schools Closed for Students and 
Teachers – All Offices Open 

November 28-29  Thursday - Friday  Holidays* – Thanksgiving 

December 19 Thursday Second Quarter Progress Reports Released 

December 23-25  Monday -Wednesday  Holidays* – Christmas 

December 26-27, 30  Thursday & Friday, 
Monday  

Winter Break* – Schools and Offices Closed  



 

 

Dec. 31 – January 1  Tuesday - Wednesday  Holidays* – New Year's 

January 16 Thursday  End of Second Quarter (46 days) 

January 17  Friday  Grading/Teacher Planning – Schools Closed for Students 

January 20  Monday  Holiday* – Martin L. King, Jr. Day 

January 31 Friday Second Quarter Report Cards Released 

February 5 Wednesday 
Professional Development – Schools Closed 1/2 Day for 
Students 

February 14  Friday  Teacher Planning – Schools Closed for Students  

February 17  Monday  Holiday* – Presidents’ Day 

March 10 Monday Third Quarter Progress Reports Released 

March 27 Thursday End of Third Quarter (46 days) 

March 28  Friday  Grading/Teacher Planning – Schools Closed for Students 

April 10 Thursday Third Quarter Report Cards Released 

April 14-17  Monday - Thursday  Spring Break – Schools Closed for Students and Teachers 

April 18 & 21  Friday & Monday  Holidays* – Easter 

May 16 Friday Fourth Quarter Progress Reports Released 

May 26  Monday  Holiday* – Memorial Day 

June 5 Thursday Last Day for Students (1/2 day ) – End of Fourth Quarter (42 
days) – Subject to change due to inclement weather 

June 6 Friday Last Day for Teachers – Subject to change due to inclement 
weather 

June 6 & 9-11 Friday & Monday - 
Wednesday 

Inclement Weather Make-Up Days 

June 14  Tuesday Fourth Quarter Report Cards Released 



 

 

180 student days 
191 teacher days194 days for new teachers 
 
  
*All schools and offices closed 
**Holiday begins at sunset of the proceeding day. PGCPS prohibits scheduling of any meetings or activities 
during or after the regular school day. (Does not apply to state or regional events) 
 

2013 Homecoming Dates 
 

 

SCHOOL DATE   OPPONENT TIME 

Bladensburg  Saturday, October 5 vs. DuVal 2:00 PM 

Bowie Saturday, October 12 vs. DuVal 2:00 PM 

Central Saturday, September 21  vs. Crossland 2:00 PM 

Charles Flowers Saturday, October 12 vs. High Point 2:00 PM 

Crossland  vs.  2:00 PM 

Dr. Henry A. Wise, 

Jr. Saturday, September 28 vs. Bowie 2:00 PM 

Du Val Saturday, September21 vs. Parkdale 2:00 PM 

Eleanor Roosevelt Saturday, October 26 vs. Bladensburg 2:00 PM 

Fairmont Heights  vs.  2:00 PM 

Forestville Saturday, October 19 vs. Frederick Douglass 2:00 PM 

Frederick Douglass  vs.  2:00 PM 

Friendly Saturday, October 12 vs. Crossland 6:30 PM 

Gwynn Park  vs.  2:00 PM 

High Point  vs.  7:00 PM 

Largo Saturday, November 1 vs. Forestville 7:00 PM 

Laurel  Saturday, October 19 vs. Bowie 2:00 PM 

Northwestern  Saturday, September 21 vs. Laurel 2:00 PM 

Oxon Hill High 

School Saturday, October 19 vs. Parkdale 2:00 PM 

Parkdale Saturday, October 12 vs. Laurel 2:00 PM 

Potomac H.S. Saturday, November 2 vs. Crossland 2:00 PM 

Suitland  vs.  2:00 PM 

Surrattsville  Saturday, October 26 vs. Crossland 2:00 PM 



 

 

 
 

 



 

 

 

General Guidelines/Procedures 

for all Sports 

A. Warm up for games 

1. Proper warm up must be given to teams; special consideration 

should be given to visiting teams arriving late due to unforeseen 

circumstances. 

2. Pre-game and Half time Warm up Guidelines 

a. Players can only warm up in their assigned half of the 

playing area. 

b. Players cannot run laps around the entire playing area and 

must avoid their opponent’s bench during laps. 

B. In the event of game postponement or cancellation, the home team is responsible 

for contacting the opposing team and sport commissioner immediately. 

C. Post game departure 

1. Visiting schools should depart the school premises in a timely 

manner. 

2. The coach of the visiting team shall inspect the dressing area of the 

visiting team before and after a contest.  Problems or concerns 

should be reported to the game manager, athletic director or home 

team coach. 

D. Communicable diseases (refer to NFHS policy) 

E. Drug, alcohol, and tobacco use (refer to Student Code of Conduct) 

F. Concussion Awareness 

G. Heat Acclimatization Education 

H. Child abuse (refer County memo) 

I. Discrimination and Harassment (refer to Administrative Procedure 4170) 

J. Sanction rule – A member MPSSAA school shall not compete in any of the 

following contests unless the contest is approved by the MPSSAA Executive 

Director: 



 

 

1. Any inter-county contest involving more than three teams and 

sponsored by a non-member educational institution; 

2. Any inter-county contest involving more than four schools; 

3. Any inter-county contest involving more than four counties.  The 

host school shall file the appropriate sanction request form with the 

MPSSAA.  Executive Director at least 45 days before the event. 

K. Background check for coaches (refer to Prince George’s County Fingerprinting 

memo). 

L. Equity (refer to Prince George’s County Board of Education Policy 0500). 

M. School mascots and colors (refer to appendix). 

N. Testing dates (see Prince George’s County yearly Testing Schedule for High 

Schools). 



 

 

Specific Sport Information 

Adding New Sports Programs: 

In order to add a new sports program 50% of the high schools must have active club or 

intramural teams who have participated in the sport for a minimum of one (1) season. 

 

NOTE:  For safety reasons and continuity of programs, at the beginning of each sports season, a 

minimum number of players per sports team will be set.  There will be an on going evaluation of 

programs during each season.  If the number of players falls below the minimum, the program 

will be re-evaluated by the school athletic director and the supervisor of athletics.  The minimum 

number for each sport must be met at least seven days prior to the first contest. 

Baseball 

1. The minimum number of participants is as follows: 

a. Varsity – 12 

b. Junior Varsity –12 

2. The home team must submit game results to the sports representative within 24 

hours of the contest. 

3. The athletic director should reschedule postponed games on the next common 

date for both teams. 

4. Teams may participate in tournaments only during the spring break. 

5. Coaches, either head, assistant or volunteer, may not participate in “out of season” 

clinics.  Refer MPSSAA .04. 

6. The visiting teams must be given the field 20 minutes immediately prior to the 

start of the game for warming up. 

7. Home coaches should provide a properly maintained, lined field and a minimum 

of six new, approved baseballs for each game. 

8. The mercy rule for baseball states if a team is down by 10 runs or more at the end 

of four and a half or five innings the game will end. 

Basketball (Boys and Girls) 

1. The minimum number of participants is as follows: 

a. Varsity - 8 players 



 

 

b. Junior Varsity - 8 players 

 2. Scrimmages should be limited to one per day. 

 3. Rescheduling of postponed games due to system-wide school closings: 

                           a. Tuesday games are made up the next Thursday. 

                                             b. Friday games are made up the next Monday 

                                             c. Games will be made up in the order that they are cancelled. 

4. Pep bands and loud speakers should not be located in front or behind the visiting 

team. 

5  Home team must submit game results to the sports representatives and their regional 

representative within 48 hours of the contest. 

6.   A school’s basketball coaching staff should have no more than five (5) coaches on the 

sideline during a varsity game.  This includes varsity and junior varsity coaches who 

are paid, emergency, and volunteers. 

Cheerleaders 

 1. The minimum number of participants is as follows 

    a. Varsity – 8 

    b. Junior Varsity – 8 

 2.  Cheerleaders should conduct themselves in a courteous, polite, and considerate 

manner, reflecting good sportsmanship. 

 3. Refer to the Prince George’s County Handbook for Cheerleader Sponsors 

Cross Country 

 1.  The minimum number of participants is 5 runners. 

 2.  There will be medical coverage at all cross-country meets.   

 The athletic office will assign EMT’s. 

 3.   The host school will submit results to the sports representative within three days. 

 4.   An entry fee will be charged for the county meet. 

 5.   The number of regular season meets is limited to ten.   

 6. Meets may not be held on consecutive days. 

 7.  The host team is responsible for conducting course walk. 



 

 

 

 
 
 
Football 

 1.    The minimum number of participants is as follows: 

a. Varsity team –20 players 

b. Junior Varsity team – 15 players 

 2. Coaches may issue equipment prior to August 15.  The coach is responsible to see 

that equipment is not used prior to that date. 

 3. Fall practices should be limited to 3 hours on the field.  Players may not take 

part in contact drills and/or scrimmages until they have participated in a 

minimum of 3 practices (two-a-days count as one practice day).  This rule is 

in force for the entire season.  

 4. Scrimmages may be scouted.  Schedules should be sent to all league teams. 

 5. State playoff representation is determined by the MPSSAA point system. 

 6. The scoreboard clock will be the official time at any game where the home so 

 designates and pays the fee for the clock operator. 

 7. Home team will wear color jersey or home jersey; visiting team will wear white 

 jersey or visiting jersey, unless both coaches reach prior agreement. 

 8. Chain crew must remain on the home sideline the entire game. 

 9. Homecoming halftimes should be no more than twenty minutes. 

10. The P.A. system should not be used for cheering or play-by-play. 

11. The home team must provide a legal football. 

 12. The home team must sit on the same side as the home crowd. 

13. Restrictions for bands are as follows:   

a. Pre-game and National Anthem must begin five minutes before 

kick off. 

b. Half-time shows must be completed and bands should be off 

the field five minutes before the second-half kick off. 



 

 

c. Bands cannot play while the game is in progress.  They may 

play during time outs, between quarters and at half time. 

14.  The home team will submit game results to the sports representative within 48 

hours of the contest. 

15. Medical coverage will be provided for all Varsity and Junior Varsity games, and the 

athletic office will assign EMT’s. The Mercy Rule for football states that if during the 

second half the point-spread reaches 35 points or more, the time clock will run 

continuously except for time outs and injuries. 

16. A school’s football coaching staff should have no more than 10 coaches on the 

sideline during a varsity game.  This includes varsity and junior varsity coaches who 

are paid, emergency, and volunteers. 

Golf 

 1. The minimum number of participants is three. 

 2. State playoffs – see MPSSAA Fall Bulletin. 

 3. The use of riding or pull carts is not allowed. 

 4.  The maximum number of players that can be taken to a match is six. 

 5.  The scoring will be match play, 4 points total. 

 6.  No team should report to the course earlier than 30 minutes prior to the match. 

 7.  Line up cards will be exchanged prior to match play.  Stacking is not permitted. 

 8.  Soft spikes or sneakers must be worn.  Ripple soles are not allowed. 

 9.  Proper attire, which includes a colored shirt, is required.  Jeans are not allowed. 

 10.  Host team will submit the match results to the sports representative within 24 

hours. 

Indoor Track 

 1. The minimum number of participants is ten. 

 2.  An entry fee will be charged for the county meet. 

 3.  Each school will be assigned specific responsibilities for the county meet. 

 4.  There will be medical coverage at the county track meet.  The athletic office will 

assign EMT’s. 



 

 

 5.       The completed county entry form is due seven days before the meet. 

 6.  The home team must send results to the sports representative within 48 hours. 

Outdoor Track (Boys and Girls) 

 1. The minimum number of participants is seven per team. 

2. An entry fee will be charged for the county meet. 

 3. Each school will be assigned specific responsibilities for the county meet. 

4.  There will be medical coverage at the county track meet. The athletic office will 

assign  EMT’s. 

 5. The novice meet will be limited to 9
th

 and 10
th

 graders. 

 6. The completed county entry form is due the Monday before the meet. 

 7.   Participants must compete in at least one regular season meet in order to qualify for 

the Prince George’s County Meet. 

 8. The home team must send results to sports representative within 48 hours. 

Soccer (Boys and Girls) 

 1. The minimum number of participants is as follows: 

a. Varsity – 15 players 

b. Junior Varsity – 15 players 

 2. The home team must submit the game results to the sports representative within 

48 hours. 

 3. The athletic director should schedule postponed games on the next common date 

or both teams. 

 4. There will be medical coverage at all varsity and junior varsity games.  The 

athletic office will assign EMT’s. 

Softball 

 1. The minimum number of participants is as follows: 

a.  Varsity – 12 players 

b.  Junior Varsity – 12 players 



 

 

 2. The home team will send results to the sports representative within 48 hours. 

 3. The athletic director should reschedule postponed games on the next common date for 

both teams. 

 4. Only molded cleats may be used. 

 5. All catchers must wear helmet, mask with throat protector, protective leggings, and 

chest protector. 

 6. The Mercy Rule for Baseball states if a team is down by 10 runs or more at the end of 

four and a half or five innings the game will end. 

Swimming 

1. The minimum number of participants is 8. 

2. The Athletic Office will pay for pool rental time. 

3. Rescheduling of meets shall be based upon pool availability. 

4. The coach must be present at all practices and meets. 

5. The County Championship will be determined by the winner of the Prince George’s 

County championship meet to be held following completion of the dual meet 

scheduled.  The 4A and 3A/2A/1A teams with the best dual meet win/lose record and 

runners up will also be acknowledged. 

6. Students may participate as individuals or with a team in the same sport outside of 

school during the school season.  However, they will be expected to attend practice. 

7. A swimmer must participate in 5 of 7 regular season dual meets or sixty percent in 

order to participate in the county.  A swimmer must swim officially in a dual meet 

individual event to enter that same event in the County Championship meet.  NO 

EXCEPTIONS. 

8. Both schools will be responsible for supplying an appropriate number of designated 

officials for each meet.  The arrangements for officials should be done through the 

coaches and parent representatives.  These arrangements should be made two (2) days 

prior to the meet.  Officials shall be volunteers. 

9. All meets will be governed by National Federation rules amended in this handbook or 

otherwise agreed upon in writing by both coaches. 

 10. A preseason meeting on meet management and aquatics rules interpretation will be 

held.  All interested coaches and prospective officials should attend.  A post-season 

meeting will be held at the discretion of the Coordinator. 



 

 

 11. A competitor shall be permitted to enter a maximum of four (4) events, no more than 

two (2) of which may be individual events. 

  12. Meet Results – Coaches are responsible for checking scores and discrepancies must 

be   reported within 48 hours.  Scores are also due to the Coordinator within by 9:30 

p.m. on Saturday.  Meet sheets are due on Monday following the meet. 

Tennis 

 1. The minimum number of participants is eight. 

 2. Each school shall play every other school in its division as long as the total number of 

matches does not exceed the maximum number allowed by state regulations. 

 3. There shall be a district tournament at the end of the regular season.  The tournament 

committee will decide the number of players each school may enter.  See the State 

Bulletin for further information. 

 4. Host team will submit the match results to the sports representative within 24 hours. 

    Match rules: 

a. Players shall be limited to playing either singles or 

doubles, not both in the same match. 

b. The Prince George’s County Athletic Association has 

adopted the following match format for the high school 

tennis season.  A match will include nine contests to 

include: 

1) #1 and #2 Men’s Singles 

2) #1 and #2 Women’s Singles 

3) #1 and #2 Men’s Doubles 

4) #1 and #2 Women’s Doubles 

5) #1 Mixed Doubles 

c. All matches are scheduled for 3 sets.  All matches are 

played using no ad scoring.  The first player, (or players 

in case of doubles), to win two (2) sets, wins the match. 

If the player (s) split sets, the 3
rd

 set will be played as a 

tiebreak with the winner being the first to 10 points 

with a difference of 2 points.  If no ad scoring, at deuce, 

the receiver may choose which side to receive the serve. 



 

 

In mixed doubles the male will serve to the male and 

the female will serve to the female. 

d. Stacking is not permitted. 

e. In the event a match is in progress and then rained out, 

play must be resumed at the point (exact score) it was 

when discontinued.  A coach must use the same players 

if their match was started.  If a match was not started, 

the coach may make a substitution. 

f. The home coach is the match official. 

g. If a match is to be postponed, the home coach must 

notify both athletic directors and the opposing coach, as 

soon as possible before match time. 

h. The athletic director should reschedule postponed 

matches on the next common date for both teams. 

Volleyball 

1. The minimum number of participants in nine. 

2. Each team is responsible for providing one line judge. 

3. All varsity matches must precede junior varsity play. 

4. The home team will submit game results to the sports representative within 48 hours 

of the contest. 

5. Postponed matches should be scheduled by the athletic director on the next common 

date for both teams. 

Wrestling 

 The minimum number of participants is seven. 

 Weight certification forms must be turned in to the athletic directors and the 

wrestling representative prior to the first contest. 

 Each wrestler is required to have at least one half of his weigh-ins during the 

season at the minimum weight he will wrestle during the state tournament series. 

 The results of the previous week must be submitted to the wrestling representative 

by 12:00 noon each Monday. 



 

 

 Postponed matches must be made up in the order that they are cancelled whenever 

possible. 

 There will be medical coverage at all county and regional tournaments.  The 

athletic office will assign EMT’s.



 

 

County Championships 

A. League team champions are determined by the best win/loss percentage in league play.   

In case of ties, the tie breaker will be determined first using head to head contest between  

B. The following sports will have a championship game between the 4A League Winner and 

the 3A/2A/1A League Winner: 

1. Baseball 

2. Boys’ Basketball 

3. Cheerleading 

4. Girls’ Basketball 

5. Boys’ Soccer 

6. Girls’ Soccer 

7. Softball 

8. Tennis 

9. Volleyball 

C. Wrestling will have two county champions (4A and 3A/2A/1A). 

D. Cross-country, indoor track, outdoors track, and swimming will have two county 

champions determined by the county meet. 

E. Proceeds from county championship games shall be placed in separate championship 

game accounts.  The PGCAA shall determine the use of county championship proceeds.  

Proceeds must be used to enhance the Interscholastic Athletic Program. 

Appendix 

 Game and Event Management Checklist 
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Game and Event Management 
 

Introduction 

This document has been prepared to provide a blueprint for successful game and event 

management. 

 

Brainstorm-Before and During an Event 

1. What can be done? Teams, officials, facility, medical needs 

2. What should be done? Facilities, transportation, support, security 

3. What can be done? Promotion/marketing 

 

Key People You Will Need 

1. Game Manager 

2. Ticket takers and sellers 

3. Event host/hostess-teams and officials 

4. Officials 

5. Security 

6. Announcer 

7. Concessions 

8. Set-up and clean-up 

9. Medical personnel-trainer, doctor, other (dial EMT) 

 

Where to Find Key People 

1. Faculty and staff 

2. Retired Staff 

3. Other school System Personnel 

 

Some Practical Suggestions 

1. Have a back-up P.A. System and scoreboard 

2. Have ample security coverage, know where they are located 

3. Carry a cellular telephone, key people should carry two way radios 

4. Carry a whistle 

5. Make sure to shut off sprinklers 

6. Never give out your keys 

7. Provide maps 

8. Have an evacuation/emergency  plan 

9. Have a good announcer 

10. Put everything in writing 

 

Final Comments  

1. All events are different in some way, prepare! 

2. A successful event is measured by the level of enjoyment of the activity by all 

participants and attendees. 



 

 

Game Management Checklist 

Table of Contents 
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Football            7                                                                                                                                                                                                                                                                                   
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Cancellation Checklist         26                                                                                         

Game Worker Sign-in Sheet        27 

MPSSAA and Superintendent Pass Sign-in Sheet     28 

 Athletic directors shall use a sign-in sheet to account for all paid game workers.  The 

sign-in sheet is to be kept on file in the athletic director’s office for 5 years or until 

audited. 

 

 

 

 

 

 

 

 

 



 

 

 

 

GAME MANAGEMENT CHECKLIST 

FALL  

CROSS COUNTRY DUAL, TRI, OR QUAD MEET 

GAME MANAGER_________________________________  DATE_____________ 

MEET/SCORE_____________________________________  TIME_____________ 

 

 

PRE-MEET/COURSE SETUP 

________Measure and mark course day before 

________Paint 

________Cones (20) 

________Pole 

________Hammer 

________Rope 

 

PERSONNEL 

_______Referee 

_______Starter 

_______Clerk or Course 

_______Chute Inspectors 

_______Callers  

_______Course Inspectors  

_______Timers 

_______Marshal 

_______Scorer 

_______Trainer 

 

EQUIPMENT NEEDED 

_______Place numbers (1 boys set & 1 girls set) 

_______Numbers 

_______ Pins 

_______Gun 

_______Shells 

_______Stop Watch (multiple timer with print out) 

_______Quick Score Cards 

_______Time Sheet 

_______Result Sheet 

_______Pencils 

_______Clipboards 

 



 

 

EMERGENCY INFORMATION 

Security: 764-2400   Transportation: Area III (before 4:30pm) 204-4058  

_______EMT 

 

OTHER Unsportsmanlike behavior- coaches, teams, spectators etc. 

______________________________________________________________________________ 

 

______________________________________________________________________________



 

 

GAME MANAGEMENT CHECKLIST 

 SOFTBALL 

 

PRE-GAME SET-UP 

______Grass cut 

______Lines on field 

______Corner Cones 

______Cages/ pegs for cages  

______Horn 

______Clock 

______Trash cans on field sidelines 

 

 

ADMINISTRATIVE 

_______Greet officials 

 

PERSONNEL 

_______Timer 

_______Scorekeeper (Coach’s duty) 

_______Trainer -_________________________ 

 

 

POST-GAME 

_______Trash removed  

_______Equipment secured 

 

 

OFFICIALS 

JV___________________________________________________________________________ 

  

V____________________________________________________________________________ 

 

Commissioner: Laura Beaver 437-6800 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-2058 

 

OTHER:  Unsportsmanlike behavior- coaches, team spectators, etc. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST 

 FOOTBALL 

 

 

GAME MANAGER____________________________________________ DATE___________ 

F   GAME/SCORE_____________________________________________ TIME___________ 

JV/V GAME/SCORE___________________________________________ TIME___________ 

 

PRE-GAME/FIELD SET-UP 

_____*Field marked on Thursday (in case of rain, Friday) 

_____Grass cut 

_____Yard line markers out 

_____Pads on goal post 

_____Water on for teams (water key needed) - quick connects, hose, etc. 

_____Cover for track protection-plywood/ rubber tarp, etc. 

_____Cover drains and other hard surfaces 

_____Ticket booth set up (sign, lights, desk, and chair) 

_____Chain and lock all non-entrance gates 

_____Check visitors’ locker room (clean, paper, chalkboard, drinks) 

_____Check officials’ locker room 

_____Flag 

_____Stadium lights on, when needed 

 

PRESS BOX SET-UP 

_____Clean and empty trash 

_____PA system set up 

_____Scoreboard on - check board in press box, on and working (control board) 

_____Telephone, radios, phone #’s of other press boxes, EMT 

_____Programs  

_____Roof door open for filming crews 

_____Restrict roof for filming coaches (Keep arm-chair QBs in bleachers 

 

ADMINISTRATIVE GAME DETAILS 

_____Meeting visiting team 

_____Meet Officials 

_____Administrative coverage/police security 

_____Cheerleader information 

_____Program distribution and collection for cheerleaders or boosters  

_____Reserved seats  

_____Parking attendants for buses, officials, administrators, or boosters 

_____Assist boosters  

_____Announcers packet 

 



 

 

PRE-GAME 

_____Band Practice (5:30pm) 

_____Specialist on field (6:30pm) 

_____Coin toss (7:05pm) 

_____Teams leave the field for band activity (7:10pm) 

_____Teams back on field for introductions (7:25pm) 

_____Starting line ups (7:26pm) 

_____National Anthem (7:28pm) 

 

HALF TIME 

_____Coordinate 20 minutes with band, cheerleaders, dance team, and other special events 

_____Teams and Officials to locker rooms 

 

POST GAME 

_____Equipment secured 

_____Press box clean and locked 

_____Game field and team benches cleaned 

_____Tickets boxes secured in vault 

_____Stadium lights turned off 

_____Ticket Manager 

 

OFFICIALS 

F ____________________________________________________________________________ 

JV/V_________________________________________________________________________ 

 

Commissioner: Bill Nunnally H# 323-4162 W# 359-2110 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER: Unsportsmanlike behavior- coaches, team spectator, etc. 

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST 

TENNIS 

 

Match: ______________________________ Time ______________________ Date_________ 

 

PRE-MATCH SETUP 

_____Arrival time, check with visiting team, AD, or coach 

_____Sweep or squeegee courts, if necessary 

_____ Pick up trash, tennis can lids and small pebbles 

_____Check net heights, measure net at center straps  

           (put center straps on and correctly adjust them) 

_____Post signs near entrance gates which state days and times of matches and practices 

_____Provide a water cooler with ice and water, cups towels  

_____Towels, ice, and water (if a player is injured or gets overheated) 

_____9 cans of new balls/one for each varsity match (coordinate with coach) 

_____ 1 hopper of practice balls 

_____Small table designated for headquarters 

 

BEFORE MATCH 

_____Welcome teams, give directions to restroom, locker room facilities 

_____Briefly highlight rules, such as, foot faults, line calls, and any local “ground rules” 

_____State areas where spectators may and may not be 

_____Official score sheet on clipboard, update with changes and scores          

          (Coaches should exchange line ups before match and notify each other of exchanges  

           due to injury etc, before double matches begin) 

_____Introduce coaches 

_____Announce lineups and pair-up players #1-#6 

_____Begin matches wit ha 1 minute warm-up with opponent for singles competition 

 

DURING MATCH 

_____Move around to all the courts for crowd control and to encourage good sportsmanship on               

          and off the court 

_____Officiate or review tie break, if necessary 

 

POST MATCH 

_____Checks scores 

_____Put away equipment  

_____Call scores to newspapers 

 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER: Unsportsmanlike behavior – coaches, team spectators, etc. 

 

______________________________________________________________________________ 



 

 

 

GAME MANAGEMENT CHECKLIST 

WINTER 

BASKETBALL 

 

GAME MANAGER____________________________________________ DATE___________ 

F   GAME/SCORE_____________________________________________ TIME___________ 

JV/V GAME/SCORE___________________________________________ TIME___________ 

PRE-GAME SET UP 

_____Bleachers out on both sides and side baskets up 

_____Dust floor and/or wet mop 

_____Clean lobby, lobby bathrooms, and drinking fountains 

_____Team dressing rooms prepared/board and chalk 

_____Entryway checked and opened 

_____All necessary doors closed and secured 

_____Scoring tables and banner 

_____Team chairs- 15 on each side 

_____Gym lobby- 2 tables, 2 chairs for ticket sales (barricade or folding table if necessary) 

 

ADMINISTRATIVE 

_____Set up scoreboard 

_____Set up PA 

_____Set up possession clock 

_____National Anthem (Tape or student performers assigned) 

_____Ticket boxes from Finance Officer 

_____Ticket signs 

_____Announcer information/schedule 

 

PERSONNEL 

_____Scorekeeper 

_____ Announcer 

_____Ticket Sellers___________________ (Arrival Time _____) 

_____Security/Police 

_____Administrative assignments 

_____Student helpers  

_____Booster club/Concession stand 

_____Trainer 

_____Greet visiting teams and show them to their team rooms 

_____ Great officials – give them key to their room 

 



 

 

HALF TIME 

_____Coordinate half time with cheerleading coach, dance team sponsor, and other performing  

           groups 

_____Open team rooms  

_____Direct officials to nearby room 

_____Provide drinks for officials 

_____Notify both teams that there are only 3 minutes left 

 

DURING GAME: 

_____Monitor behavior of coaches, athletes, and spectators 

_____At designated time pick up ticket boxes form ticket sellers and secure 

 

AFTER GAME 

_____Coordinate clean up with custodians  

_____Put all equipment in storage room 

_____Turn off the PA system and scoreboard 

_____Walk the official s to their room and get their key 

 

OFFICIALS: 

F ____________________________________________________________________________ 

JV___________________________________________________________________________ 

V____________________________________________________________________________ 

 

Commissioners: Girls, Stan Borris 425-5433; Boys Cecil Hurst 692-6843 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER: Unsportsmanlike behavior – coaches, team spectators, etc 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST  

SWIMMING AND DIVING 

 

GAME MANAGER____________________________________________ DATE___________ 

MEET/SCORE________________________________________________ TIME___________ 

PRE-MEET SETUP 

_____Host school contacts visitors to establish lanes 

_____Determine number of lanes used 

_____Determine placement of diving (if double meet occurs at a small pool, first meet should         

          have last and second meet should have diving first to save time) 

_____Fill-in official time cards day before the meet 

_____Prepare official meet sheet the day before the meet 

 

SECURE OFFICIALS 

HOME TEAM (1 each) 

_____Referee 

_____Starter 

_____Stroke and Turn Judges 

_____Scorer/Diving Announcer 

_____Chief Timer 

_____Timers (12) 

_____Diving Judges (3) 

_____Assistant Diving Scorer 

 

VISITING TEAM (1 each) 

_____Stroke and Turn Judges 

_____Scorer 

_____Diving Scorer 

_____Diving Judges (2) 

_____Timers (12) 

 

CHIEF TIMER 

_____Line up timers (15 minutes before start) 

          2 home and 1 away times in away lane 

          2 away and 1 home timers in home lanes 

_____Check watches for operating condition, have back up watches 

_____Prepare lane time materials –clipboards, pencils program 

_____Have starter conduct a time check 

_____During competition, watch timers carefully for proper technique 

_____Constantly check every lane for accuracy and speed 

_____Collect time cards after each race 

_____Deliver time cards to Time Recorder/ Scorekeeper  

_____Following meet, collect all watches, clipboards, pencils 



 

 

REFEREE 

_____Observe feet entry into pool during warm up, diving only with coach’s supervision from  

           under the blocks 

 

SCOREKEEPER 

_____Receive all time card  

_____Record place winners on score sheet 

_____Keep running team score 

_____Following meet assemble team cards for respective coaches 

_____Submit scores to newspaper 

 

EMERGENCY INFORMATION 

Security: 764 2400 Transportation: Area III (before 4:30pm) 204 4058 

 

OTHER Unsportsmanlike behavior- coaches, team spectators, etc 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

GAME MANAGEMENT 

TRACK AND FIELD- INDOOR  

DUAL, TRI, OR QUAD MEET 

GAME MANAGER____________________________________________ DATE___________ 

MEET/SCORE________________________________________________ TIME___________ 

PERSONNEL 

_____Scorers (2) 

_____Announcer (1) – order of events (PA system/radios) 

_____Trainer 

_____Hurdle setters & block setters 

_____Runners 

 

TRACK EVENT OFFICIALS 

_____Clerk of course (1) 

_____Head timer or referee (1) 

_____Timers (7) 

_____Judges (3) 

_____Inspectors 

_____Starter 

 

FIELD EVENT OFFICIALS 

_____Shot put Event Judge (1) Helpers (2-3) 

_____Pole Vault Event Judge (1) Helpers (2) 

_____High Jump Event Judge (1) Helpers (2) 

_____Long Jump Event Judge (1) Helpers (2-3) 

_____Triple Jump Event Judge (1) Helpers (2-3) 

 

EQUIPMENT NEEDED 

_____Team score sheet (boys/girls) 

_____Track heat sheets  

_____Field sheets 

_____Starter gun_____2 boxes of shells (50 shells @) 

_____Stop watches 8-10 

_____Blocks 6-8 

_____Clip boards (1 for each official with duties and rules listed) 

_____Pencils 

_____Whistles 2 

_____Blocks 

_____Hurdles 60 

_____Shot Put (Boys and Girls) + (1 100’ Tape Measure 

_____Long Jump (1-2 Rakes) (1 100’ Tape Measure) 



 

 

_____Triple Jump (1-2 Rakes) (1 100’ Tape Measure) 

_____High jump Standards, Crossbar, Pads (1 50’ Tape Measure) 

_____Pole Vault Standards, Crossbar, Pads 1 50’Tape Measure) 

 

EMERGENCY INFORMATION 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER Unsportsmanlike behavior – coach, team spectators, 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 



 

 

GAME MANAGEMENT CHECKLIST 

WRESTLING 

GAME MANAGER____________________________________________ DATE___________ 

MEET/SCORE________________________________________________ TIME___________ 

PRE-MATCH SET UP: 

_____Home side bleachers pulled out  

_____All baskets up 

_____Scorers tables in front of bleacher, attach banner to tables 

_____Lobby cleaned 

_____Lobby bathrooms cleaned and opened 

_____Team rooms cleaned and opened 

_____Place 15 chairs on each end of the gym underneath baskets 

_____All necessary doors closed and locked 

 

SCORER’S TABLE 

_____Hook up and turn on scoreboard with wrestling overlay 

_____Hook up microphone and turn on 

_____Put 2 injury clocks on the table (batteries will have to be put in clocks) 

 

ADMINISTRATIVE 

_____Coordinate with coach for mat set up 

_____Hold weigh-in. Sign certification sheets 

_____Greet visiting teams and escort them to their locker rooms 

_____Greet officials and escort them to their designated area 

_____Set up for ticket sales (Time____) 

_____Admission signs on tickets tables 

_____Coordinate with booster club-concessions stands 

_____Announcers information 

_____National anthem 

 

POST MATCH OFFICIALS 

_____Put away scorers table, microphone, scoreboard, clocks 

_____Turn off microphone and scoreboard 

_____Notify custodial staff of completion of match 

 

JV___________________________________________________________________________ 

V____________________________________________________________________________ 

 

Commissioner: Mike Ingrayo H# 560-9278 W# 637-5116 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 



 

 

COMMENTS: Unsportsmanlike behavior – coaches, team spectators, etc. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST  

SPRING 

BASEBALL 

 

GAME MANAGER____________________________________________ DATE___________ 

JV GAME/SCORE_____________________________________________ TIME___________ 

V GAME/SCORE______________________________________________ TIME___________ 

PRE-GAME SET UP 

_____Set up PA 

_____Set up scoreboard 

_____Flag up on pole 

_____Lines on field 

_____Trash cans on field sidelines 

 

ADMINISTRATIVE 

_____National Anthem set up 

_____Ticket boxes from finance 

_____Greet officials 

_____Field lights on, when needed 

 

PERSONNEL 

_____Scorekeeper 

_____Announcer 

_____Ticket seller- _________________________ 

_____Trainer- _____________________________ 

_____Snack bar/Booster club 

 

PRE-GAME 

_____5 minutes before game time, equipment check with official 

_____Drinks to officials, check with boosters 

 

POST-GAME 

_____Turn off PA system 

_____Turn off scoreboard 

_____Equipment secured 

_____Press box locked 

_____Field lights turned off  

_____Trash removed 

 



 

 

OFFICIALS:  

 

 

______________________________________________________________________________ 

 

Commissioner, Wilbur Jones H# 978 3601 

Officials, John Porter W# 978-0101 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST 

LACROSSE 

GAME MANAGER____________________________________________ DATE___________ 

JV GAME/SCORE_____________________________________________ TIME___________ 

V GAME/SCORE______________________________________________ TIME___________ 

PRE-GAME 

_____Bathrooms clean/open (if applicable) 

_____Visiting team dressing room set up (if applicable) 

_____Trash cans on field sidelines 

 

ADMINISTRATIVE 

_____Flag on the pole  

_____Lines on field 

_____Goals on field 

_____National Anthem set up 

_____Scoreboard turned on press box, microphone set up 

_____Ticket boxes from finance 

_____Greet Officials 

_____Field light, on when needed 

           Equipment Needed: (Coaches duties) 

_____Clock & stopwatch 

_____Score book 

_____Horn 

 

PERSONNEL 

_____Scorekeeper 

_____Announcer 

_____Ticket seller-___________ 

_____Trainer_______________ 

_____Snack bar/Booster Club 

_____Timer 

 

PRE-GAME 

_____Warm up time 20-30 minutes before game time 

_____5 minutes before game time, equipment check with official 

 

HALF-TIME 

_____Drinks for officials 

 



 

 

POST-GAME 

_____Remind coach to call in scores 

_____Goals moved and secured 

_____Trash removed 

_____Equipment secured 

_____Press box locked 

_____Stadium lights turned off 

_____Ticket box in vault or secured 

 

OFFICIALS 

JV___________________________________________________________________________ 

V____________________________________________________________________________ 

 

___Girls: Nancy Smalley, H# 506-8503 W#556 8208 

___ Boys: Paul St. Germain H# 222-9125 W# 968-1813 

Security: 764-2400 Transportation: Area III (before 4; 30pm) 204-4058 

OTHER   
_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

 



 

 

GAME MANAGEMENT CHECKLIST 

SOCCER 

GAME MANAGER____________________________________________ DATE___________ 

JV GAME/SCORE_____________________________________________ TIME___________ 

V GAME/SCORE______________________________________________ TIME___________ 

PRE-GAME SETUP 

_____Bathrooms clean/open (if applicable) 

_____Visiting team dressing room 

_____Trash cans on field sidelines 

 

ADMINISTRATIVE 

_____Scoreboard turn on press box microphone set up 

_____National Anthem set up 

_____Ticket boxes 

_____Flag up on pole 

_____Lines on field 

_____Goals on field, corner flags in place 

_____Greet officials 

_____Field lights on, when needed 

 

PERSONNEL 

_____Scorekeeper/Clock operator 

_____Announcer 

_____Ticket seller________________________________ 

_____Trainer_________________________________ 

_____Snack bar/Booster Club 

 

PRE-GAME 

_____Warm up time 20-30 minutes before game time 

_____5 minutes before game time, equipment check with officials 

 

HALF-TIME 

_____Drinks for officials 

 



 

 

POST-GAME 

_____Remind coach to call in scores 

_____Goals moved and secured 

_____Trash removed 

_____Equipment secured 

_____Press box locked 

_____Stadium lights turned off 

_____Ticket box in vault 

 

OFFICIALS 

JV___________________________________________________________________________ 

V____________________________________________________________________________ 

 

Commissioner: Paul Bower H# 754-9684, W# 631-1800 

Scheduling: Joe Shabelski H# 204-0753 

Security: 764-2400; Transportation: Area III (before 4:30pm) 204-4058 

Press Box 476-5884 

OTHER Unsportsmanlike behavior – coaches, team, spectators, 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 



 

 

GAME MANAGEMENT CHECKLIST 

SOFTBALL 

GAME MANAGER____________________________________________ DATE___________ 

JV GAME/SCORE_____________________________________________ TIME___________ 

V GAME/SCORE______________________________________________ TIME___________ 

 

PRE-GAME SET UP 

_____Grass cut 

_____Lines on field 

_____Bases in place 

_____Pitching rubber in place 

_____Rake field if necessary 

_____Trash cans on field sidelines 

 

ADMINISTRATIVE 

_____Greet officials 

_____5 minutes before game time, equipment check with official 

 

PERSONNEL 

_____Scorekeeper (Coach’s duty) 

_____Trainer - __________________________________ 

 

POST-GAME 

_____Remind coach to call in scores 

_____Trash removed 

_____Equipment secured 

 

OFFICIALS: 

JV___________________________________________________________________________ 

V____________________________________________________________________________ 

 

Commissioner: Karl Beyer Rec# 360-0695, Beeper (202) 901-9116 

                         FAX # (301) 297-5230 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER Unsportsmanlike behavior- coaches, team spectators, etc 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 



 

 

GAME MANAGEMENT CHECKLIST 

TRACK AND FIELD – OUTDOOR 

DUAL, TRI, OR QUAD 

GAME MANAGER____________________________________________ DATE___________ 

MEET/SCORE________________________________________________ TIME___________ 

 

FIELD EVENT OFFICIALS 

_____Shot put Event Judge (1) Helpers (2-3) 

_____Pole Vault Event Judge (1) Helpers (2) 

_____High Jump Event Judge (1) Helpers (2) 

_____Long Jump Event Judge (1) Helpers (2-3) 

_____Triple Jump Event Judge (1) Helpers (2-3) 

 

EQUIPMENT NEEDED 

_____Team score sheet (boys/girls) 

_____Track heat sheets  

_____Field sheets 

_____Starter gun_____2 boxes of shells (50 shells @) 

_____Stop watches 8-10 

_____Blocks 6-8 

_____Clip boards (1 for each official with duties and rules listed) 

_____Pencils 

_____Whistles 2 

_____Blocks 

_____Hurdles 60 

_____Shot Put (Boys and Girls) + (1 185’ Tape Measure 

_____Long Jump (1-2 Rakes) (1 100’ Tape Measure) 

_____Triple Jump (1-2 Rakes) (1 100’ Tape Measure) 

_____High jump Standards, Crossbar, Pads (1 50’ Tape Measure) 

_____Pole Vault Standards, Crossbar, Pads 1 50’Tape Measure) 

 

EMERGENCY INFORMATION 

Security: 764-2400 Transportation: Area III (before 4:30pm) 204-4058 

 

OTHER Unsportsmanlike behavior – coach, team spectators, etc. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 

 



 

 

CANCELLATION CHECKLIST 

SPORT_______________________________________________________________________ 

DATE______________________        TIME___________        PLACE____________________ 

RESCHEDULE DATE_________________ TIME____________ PLACE_________________ 

SCHOOL PERSONNEL 

_____Principal 

_____Opponent’s Activities Director 

_____Head Coach 

_____Administrators on duty 

_____Band director 

_____Trainers 

_____Dance Team Sponsor 

_____Cheerleading Coach 

_____Transportation 

_____Security 

_____PA Announcement to Staff/Student 

 

SUPPORT PERSONNEL 

_____Custodial Staff 

_____Team Doctors 

_____Boosters 

_____Security/Police 

_____Performing Groups 

_____Special Guests 

 

GAME PERSONNEL  

_____Officials  

_____Chain Crew  

_____Announcer 

_____Scorer 

_____Timers 

_____Volunteers 

_____Ticket Takers 

_____Student Technicians 

_____Site Location (pool/indoor track) 

 

COMMUNITY 

_____Hotline 

_____Police 

_____Newspapers 

_____Radio Station 



 

 

Game Worker Sign-in/Sign-out Sheet 

 

 

School: _________________    Date: _____/_____/______ 

 

Sport: __________________           Opponent: ______________ 

 

Start Time: ______________ A.M./P.M. End Time: ______________ 

 

Print Name Signature Time In 

   

   

   

   

   

   

   

 



 

 

 

MPSSAA OR PGCPS SUPERINTENDENT’S PASS  

Sign-in Sheet 

 

 

School: _________________    Date: _____/_____/______ 

 

Sport: __________________           Opponent: ______________ 

 

 

PRINTED 

NAME 

SCHOOL/OFFICE PASS 

# 

ASSIGNMENT SIGNATURE 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

 

 

 

 

 

 



 

 

 
 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 
 

 



 

 

 



 

 

 
 

 



 

 

 
 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 
 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 


