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HEAD COACH
Under general supervision, provides joint responsibilities in intercollegiate athletics.  Duties include coaching and fundraising.  The head coach performs related work as directed and reports to the Director of Athletics.  All head coaches are employees of the College and are expected to hold certain standards for appropriate interactions with students (as outlined in the Employee Handbook).  Head coaches will also have the opportunity to see student academic records and are expected to keep this information confidential and must follow FERPA rules and policies (refer to FERPA form in appendix).
Tasks, Duties and Responsibilities
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this classification.  It is not necessarily descriptive of any one position in the class.  The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position.
· Coaches men’s/women’s intercollegiate team with primary responsibilities for supervising all practices and games while abiding by all conference and NJCAA rules and regulations.
· Performs scouting and recruitment of all players.
· Monitors and supervises conditioning program and off-season practice.
· Assists and participates in fund-raising campaigns.
· Receives and/or reviews various records and reports including newsletter, newspaper articles, telephone call/messages, e-mails, contracts, student interest questionnaires, minutes/agenda, etc.
· Refers to Wake Technical Community College catalog, class schedules, recruiting schedules, Datatel information, Wake Technical Community College policies and procedures, e-mail documents, NJCAA rules and regulations, athletics policy and procedures, etc.
· Operates a variety of office and specialized equipment such as computer, printer, fax machine, copy machine, athletic equipment, weights/fitness equipment, etc.
· Conducts and monitors study halls, collects and reviews progress reports per the guidelines set by the athletics department. 
· Required to attend all staff meetings set by the athletics director.
· Required to attend annual golf tourney, athletics banquet, orientation and Heart Walk.
· Expected to volunteer with team, one volunteer opportunity must be Adopt-A-Hwy.
· Have roster and team pictures taken and posted online prior to first game.
· Use social media to share game scores, updates, & key information with external fans/audience.
· Collaborate with SID for potential story ideas, reporting final scores, player(s) of the game, player(s) of the month, player(s) & team stats, academic honors, conference honors, regional honors, & national honors.


Knowledge, Skills and Abilities
· At least two years coaching experience.
· Ability to demonstrate leadership skills and ability to raise funds.
· Ability to demonstrate /maintain strong relationship skills.
· Possess excellent communication skills. 
· Possess excellent organizational skills.
· Ability to use social media.
· Ability to record short game summary video and share with SID via text/email for web/social media use.
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ASSISTANT COACH
Tasks, Duties and Responsibilities 
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within the classification.  It is not necessarily descriptive of any one position in the class.  The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position.
· Assist in pre-game preparation.
· Assist in recruiting.
· Assist in supervision of study hall.
· Assist in planning practices and work out schedules.
· Other duties as assigned by the Head Coach or Director of Athletics.
Knowledge, Skills and Abilities
· At least two years of coaching experience.
· Ability to demonstrate knowledge of chosen sport.
· Ability to demonstrate leadership skills.
· Ability to demonstrate/maintain strong relationship skills.
· Possess excellent communication skills.
· Possess excellent organizational skills.
· Ability to raise funds.
· Former student athletes preferred. 
· Ability to use social media and may be required to share game scores, player(s) of the game, stats, and key information at coaches request.




GENERAL ATHLETIC BUSINESS OPERATIONS
FISCAL CONTROL OF SCHOLARSHIPS FOR STUDENT ATHLETES

The Athletics Department must follow the guidelines concerning the number of and requirements for receiving Institutional General Scholarships as established by the Director of Financial Aid.  Each student athlete must fill out a scholarship application and FASFA Form and turn it in to the Financial Aid Office, in addition to a copy of their Letter of Intent, which is forwarded by the Athletics Department by published Financial Aid deadlines.

PROPER FISCAL CONTROL, PROCESSING AND EXPENDITURES
Each sport’s budget must take into account the following expenses:
· Travel costs (food, lodging, and transportation)
· Recruiting expenses
· Officiating fees
· UniformsPage 2

· Printing
· Facility rental fees
· Equipment and/or team supplies
Standardized team costs:
· In-state/out-of-state meal allowance 
· $5 breakfast (must leave before 8 a.m.)
· $8 lunch (must leave before 12 p.m.)
· $12 dinner (any single meal after 12 p.m.)
Processing of Revenues and Expenditures:
· In accordance with the policies set forth by the Vice President, Administrative Services, the Business Manager, and the State of North Carolina.  The Athletics Department Technical Assistant, under the supervision of the Director of Athletics, is responsible for the handling and depositing of all receipts, regardless of source. Admissions to events, donations, sales of merchandise, and Booster Club memberships are coded to the proper general ledger account number/budget code.  A current list of general ledger account numbers is kept on file in the Department Office.  All checks are photocopied and matched with a copy of the cash receipt forwarded from the Cashier’s Office. These are on file in the Department Office. 
Requisitions/Purchase Orders:
· The Department of Athletics Technical Assistant or Head Coach, under the supervision of the Director of Athletics, initiates a search for competitive prices for all Athletic Department expenditures.  These competitive prices or items to be ordered must be turned in as a written request.  Requisition requests should be submitted at least 3 weeks in advance. Coaches may not order items. Coaches are not allowed to set up team shops or receive items that are not ordered through normal college procedures.  Upon approval from the Director of Athletics, the Technical Assistant then processes a requisition using the proper budget code, commodity code, etc.  The requisition is electronically forwarded to the Director of Athletics for approval, after which is forwarded to the Dean of Students; AVP, SVP, and EVP of Student Services, and Business Office Manager respectively.  After final approval is received, the requisition is forwarded to the Purchasing Department and the purchase order is sent to the selected vendor.  Once orders are placed with vendors, they are required to be shipped to the College and processed through Shipping and Receiving.  Purchases cannot be picked up from a vendor, nor can vendors deliver to campus without a purchase order in place.    
Supplement to Budget
· Coaches are expected to seek outside funding for operations and capital improvements.
· Director of Athletics must approve prior to implementation and improvements.
· Funds collected from student athletes to purchase equipment benefiting them must 
be accounted for through proper budget code for that sport.Page 3

Individual Travel Authorizations/Reimbursements
· The Athletics Department Technical Assistant, under the supervision of the Director of Athletics, initiates all travel authorizations/reimbursements using proper budget code, commodity code, etc.  
· Coaches may not process their travel authorizations/reimbursements.  Upon approval, which requires the signature of the Director of Athletics, the Technical Assistant then submits travel authorization/reimbursement using the proper budget code, commodity code, etc. to the Dean of Students, VP of Student Services, and the President’s office for approval.  When approved, the request is then forwarded to the Business Office for processing.  All travel authorizations must be submitted three weeks in advance.
Team Travel
· The Head Coach is responsible for the team and all others traveling with the squad and will travel in the van/bus with the team.
· The Head Coach is responsible for signing in and out the bus binders and cards.
· The Head Coach is responsible for providing appropriate information to the office assistant (roster, entry fees, number of rooms, specific hotel, grocery store purchases, etc. and is due at least one month in advance).
· Drivers of State vehicles must be at least 21 years of age, employed by Wake Technical Community College (on payroll), have a valid NC driver’s license, no more than 2 points on a license within the last three years, and be approved by Business office after DMV check.
· Drivers of State vehicles must have minimum of 5 yrs. driving experience. 
· Volunteers cannot drive State vehicles.
· Student athletes cannot drive State vehicle.
· Student athletes must ride to and from competition with the team (away games). Note: An exception to the rule is when a student athlete plans to return with his/her parent/guardian or legal spouse and arrangements are made prior to departure in the Athletics Department. Any other circumstances are to be approved by the AD. 
· The Head Coach is responsible for proper conduct, in accordance with the values stated in the Wake Technical Community College mission statement, while representing their school at away contests.
· Under no circumstance should coaches take their players to establishments such as Hooters, Twin Peaks, strip clubs, etc.  These places are not appropriate choices to take student groups.
· Head coach is to check p-card balance five days prior to any away trip to verify he/she has an appropriate available balance when traveling.
· P-card purchases are for team meals only.
· P-card statements are sent directly to your inbox are due upon receipt.  Coaches are expected to print their statement, sign, and turn in to the office assistant along with all itemized receipts listed.  Coaches must also reconcile all purchases through their Bank of America account, to include uploading a copy of each receipt.
· P-card statements and attached receipts are due to Accounting by the 5th of the month following the end of the statement activity period.
· All meal receipts submitted for reconciliation must be itemized.  
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Other Income
· Camps
a.) Excellent for increasing visibility in the community and building a relationship with local elementary, middle and high schools.
b.) Excellent source of fundraising.
c.) All camps must be preapproved in advance by the Athletics Director, Dean of Students, VP of Student Services, and other areas of the College in advance.
d.) Summer camps will be administered by Head Coach and Director of Athletics.
e.) Head Coach will be responsible for marketing all camps and general administration.
f.) Head coaches are responsible for hiring assistant instructors.
g.) Funds collected are as follows: balance – expenses = net income.
h.) Funds collected from student athletes benefiting them must be accounted for through proper budget code for that sport.

· Concessions and Admission Ticket Sales
a) Game day coordinators must prepare separate Cash Count Forms showing starting cash balance and cash collected for the concessions cash box and the admission ticket sales box for each athletics event.
· There must be two signatures on the Cash Count Forms verifying the starting and ending amounts.
· Cash Count Forms must be prepared, signed, and dated the day of the event.
b) Collections from concession sales and admission ticket sales should be submitted to the Technical Assistant for Athletics who is responsible for submitting them to the Accounting Office whenever the receipts of either category totals more than seventy-five ($75) in each collection box, but not less than once weekly—regardless of amount collected. 
c) The Cash Count Forms must accompany the cash when the cash is turned in to Accounting.
d) The Athletics Director should be provided with a copy of each of the Cash Count Forms and the matching deposit tickets from Accounting immediately after the deposit is made by the Technical Assistant.
e) The Athletics Director must prepare a monthly report by the 5th day of the following month of all concession and ticket sales for the prior month for distribution to the Dean of Student Development and the Sr. Vice President of Student Services.
· Golf Tournament
a.)  The spring fundraiser will be a golf tournament held at a local golf course.
b.)  Coaches and student athletes will serve as hosts for the tournament.
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POLICIES AND PROCEDURES
Admissions for Student Athletes
· All student athletes are required to follow general admission guidelines set forth by the North Carolina Community College System Office and Wake Technical Community College, based on North Carolina General Statutes and Administrative Code.
· Wake Tech Athletics is under the leadership of the Director of Athletics. The Director of 
Athletics reports directly to the Dean of Students on all aspects of athletic events, policies, and procedures.
· In addition to the College goals and objectives for student academic success, the National Junior College Athletic Association (NJCAA) holds the student athlete to a higher moral and academic standard. 
Academic Policies and Procedures
· All student athletes must register for at least 12 credit hours each semester they play a sport. The student athlete and individual sport coaches are responsible for ensuring this policy is enforced. 
· In the Student Athlete Handbook, we stress academic success, physical and emotional well-being, and social development of all student athletes.  We support intercollegiate athletics by participating in the National Junior College Athletic Association (NJCAA), Region X (Ten), and Carolina Junior College Conference (CJCC). Our intercollegiate teams participate in men’s baseball, men’s and women’s basketball, men’s and women’s cross country, *co-ed cheerleading, men’s and women’s golf, men’s and women’s soccer, women’s softball, and women’s volleyball.
· The Athletics Department is committed to the academic success of our student athletes. We monitor and measure their academic success by means of progress reports three times a semester and a working relationship with the Individualized Learning Center (ILC).
       *Cheerleading is not a recognized sport by the NJCAA.
Eligibility Policies and Procedures
· NJCAA regulates and determines the eligibility of all student athletes. Please refer to Article V – www.njcaa.org
· Please refer to Academic Policy and Procedures – item # one.
· Signed eligibility sheets should be submitted within one week of receiving. 
Athletic Contests/Scrimmage Policies and Procedures
· A contest is an intercollegiate sport against competitors not identified with Wake Technical Community College.  Alumni contests are considered as competition with the institution and not recognized as intercollegiate.  An eligibility form is required.
· A scrimmage is a contest which is conducted to prepare a team for regular season competition.  An eligibility form is not required if the scrimmage is not to be a part of the official schedule as published by the intercollegiate athletic department.  No awards of any kind may be given to participants and no championship play of any kind may be carried on.Page 6

· All-Star and Open Competition must have a NJCAA Athletic Event Questionnaire on file with the national office.
· NJCAA Sports Procedures - http://njcaa.org/member_colleges/handbook
 
Discipline or Disciplinary Actions
·  The Head Coach is responsible for the conduct on/off the field/court of his/her 
 student athletes.
·  Student athletes must sign “Student Memorandum of Understanding” in the Athletics      Student Athlete Handbook in addition to the College rules and regulations.
· The Director of Athletics must be immediately informed of any infraction of the 
 Athletics Department or Wake Technical Community College policies.
· All additional standards must be reviewed.  With prior approval from the Director of   Athletics, head coaches may establish higher written standards of conduct and          behavior than Wake Technical Community College or Athletics Department Rules and Regulations.
· Once a student athlete has been dismissed from a team for disciplinary reasons, he/she will not be permitted to return to competition or practice without the approval of the head coach and Director of Athletics.
Recruiting Policies and Procedures
· Each head coach is responsible for recruiting student athletes for their given sport. When recruiting, the coach is to leave a recruiting packet with prospective student athletes.
· All coaches are expected to follow recruiting regulations as outlined in NJCAA.
· Each head coach will communicate clearly the academic goals, values, and expectations of Wake Technical Community College to prospective student athletes.
· Prospective student athletes are required to follow the same admission policies and procedures as the general population. 
· Each head coach has his or her own discretionary choice for offering a full, partial, or no scholarship to prospective student athletes.
· The coach recruits players by watching him/her play in their chosen sport.  If the coach sees talent, the coach should have the potential recruit fill out a questionnaire, to be submitted to the Athletics Department.  The coach will prepare a recruiting folder to hand carry or mail to new recruits.Page 9

· Coaches invite potential recruits to try out with the team.
· Based on academics, athleticism, and financial need, the coach may award a Wake Tech Institutional General Scholarship-Athletic to cover the current rate of tuition and fees for a full-time student.  Please note: Not all student athletes will be offered a scholarship. Coaches can only offer their budgeted scholarship amount each season.Page 7

· There will be no mock signings with coaching staff or gifts/gear provided.
Recruitment of NJCAA Member School Student Athlete
· An athletic staff member or other representative of the institution’s athletic interests shall not make contact, for any reason,
· With any student-athlete that is in season or enrolled in the term which the sport season ends at an NJCAA member college; or,
· With a student-athlete who is signed to an NJCAA Letter of Intent
· This also applies to the student athlete. 
Scheduling Contest/Game Contracts
· The scheduling of athletic contests is the shared responsibility of the head coach and the Athletics Department.
· Coaches will verify game contracts with administrative aid prior to being sent to member institutions.
· Coaches will submit their schedules to the Director of Athletics for approval by the appropriate deadline. 
· Changes to scheduled contests will be submitted by the head coach to the Director of Athletics for approval before confirmation with the opponent’s coach.
· Schedules are to be arranged in such a manner that student athlete’s absences are at a minimum. 
· Coaches should try to avoid scheduling on consecutive class periods (Monday, Wednesday, etc.).
· Scheduling of games on Sunday should be avoided where possible.  
· The Director of Athletics has the right not to hold a contest if a game contract has not been returned.
· Schedule deadlines must be met and once schedules are approved, there will be no changes unless due to inclement weather.  
Game Management
· The head coaches are primarily responsible for game management.
· Pre-game warm-up during the week will not exceed two hours prior to the contest.
· Coaches will ensure their team’s conduct reflects favorably on the Athletics Department and Wake Technical Community College.
Visiting Teams and Officials
· The coach and Director of Athletics will handle all the scheduling of officials, booking agent, and payment of booking agent and officials.
· Coaches will treat the visiting teams with respect. 
Insurance Policies
· See attached form.Page 8

Insurance Procedures
· All student athletes are required to provide an annual physical prior to any sport participation.
· Student athletes and their families should understand that all expenses incurred during the recruitment process are the responsibility of the student athlete.  This includes all physicals, orientations, team meetings, and tryouts.  All student athletes should be aware that they may be dismissed from the team at any time regardless of prior expectations.  This includes those who are granted a scholarship.
Financial Aid
The Wake Tech Financial Aid program exists to ensure that no qualified student will be denied the opportunity to continue his or her education because of economic disadvantages.  Through a program of scholarships, grants, work-study, and loans, students enrolled at the College are able to supplement their own resources and those of their families to complete a course of study.  For detailed information on financial aid programs offered at Wake Technical Community College, and how they are distributed, refer to the publication available in the Financial Aid Office or online at http://financialaid.waketech.edu. 
· Please refer to the Wake Technical Community College Student Handbook, page 119 (Financial Aid), in addition to the information supplied by the Athletics Department.  

Student Rights, Behavior and Responsibilities
· The Athletics Department follows the statutes set forth by the North Carolina General Assembly and Wake Technical Community College.
Occupational Safety and Health Training (OSHA)
· The Director of Athletics is responsible for having the coaching staff take safety and first aid courses. 
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ACADEMIC ADVISING

The purpose of the faculty advising system is to help provide the most effective, helpful educational environment possible.  Every curriculum student, except A.A. or A.S., is assigned a faculty advisor. Students in the A.A. or A.S. College/University Transfer programs are assigned to the College/University Transfer Advising Center.   The advisors are available to students through regularly scheduled office hours to counsel students concerning problems they may have.  Students have the responsibility for planning their programs of study with the help of their faculty advisor.  This involves (1) keeping up to date with College and division curriculum requirements; (2) keeping informed of academic deadlines and changes in academic policies; and (3) consulting with the faculty advisor at each pre-registration period and at other times as needed (page 79 of the Wake Tech Student Handbook).
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COACHES MEMORANDUM OF UNDERSTANDING

I have read and understand all policies and procedures stated in the Wake Technical Community College Athletics Policies and Procedures Manual. I understand that failure to follow published guidelines may result in consequences affecting my good standing as a coach.

Name (please print): __________________________________________________________

Signature: __________________________________________________________________

Date: _______________________



This form must be signed and returned to the Athletics Director before the start of your season.
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CONTACT INFORMATION

COACHING STAFF

Eric Sibrizzi, Men’s Baseball Coach
919-866-5520 
emsibrizzi@waketech.edu

Adam Wainwright, Men’s Basketball Coach
919-866-5519 
alwainwright@waketech.edu

Alison Beasley, Women’s Basketball Coach
 
albeasley@waketech.edu 

David Kristan, Men’s & Women’s Golf Coach
919-866-5512
dkristan@waketech.edu

Kristopher Hanks, Women’s Soccer Coach
919-866-5511
kthanks@waketech.edu

Omar Asad, Men’s Soccer Coach
919-866-5521
omasad@waketech.edu

Jeffrey Norman, Women’s Softball Coach
919-866-5552
jgnorman@waketech.edu

Stephanie Sports, Women’s Volleyball Coach
919-866-5518 
smsports@waketech.edu

Maureen Cunningham, Co-ed Cheerleading Coach
919-866-7104
mgcunningham@waketech.edu
  

Athletic Dept. Fax Number: 919-661-5589






ADMINISTRATION

Barry Street, Director of Athletics
919-866-5508 
btstreet@waketech.edu

Stephanie Sports, Assistant Director of Athletics
919-866-5518 
smsports@waketech.edu

Jennifer Sills, Technical Assistant
919-866-5513
jtsills@waketech.edu

Joshua McKinney, Sports Information
919-866-6163
jlmckinney@waketech.edu


ATHLETIC TRAINING

Hannah Morris, Head Athletic Trainer
919-210-6274
hmorris@orthonc.com 
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APPENDIX

Important forms utilized by the Athletics Department are attached.Page 11


Forms attached: 
 1.  Ascension Accident Claim Form
 2.  NJCAA Eligibility Affidavit
[bookmark: _GoBack] 3.  Wake Tech Athletics Sports Medicine Packet
 4.  Publicity Release 
 5.  Program Planning Sheet - OrgSync
 6.  Club and Organizational Deposit
 7.  Travel Request and Authorization
 8.  Request for Travel Reimbursement of Travel and Other Expenses 
 9.  Consumer Reports Release  
10.  Notification of FERPA Requirements
11.  Athletics Grant-In-Aid Award 
12.  Special Fund Invoice
13.  WTCC Athletics Academic Progress Assessment Report (AAPAR)
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