
2-02-301. Performance Responsibilities of Activities Director. 

 

The performance responsibilities of the Activities Director begins with the coordination of 

all activities with the principal and superintendent.  Weekly meetings will be held with the 

administration to finalize the scheduling for all events of the week. 

 

A. Organize and administer the overall program of intramural athletic activities, and 

interscholastic activities sanctioned by the Montana High School Association. 

 1. Schedule all athletic contests 5 - 12. 

 2. Organize local track meets. 

 3. Attend Board meetings. 

 4. Serve on extracurricular committees. 

 5. Write and update extracurricular policy. 

 6. Coordinate all activities, athletic, district and state music, and speech/drama 

so that students may enjoy a wide range of participation. 

 7. Arrange for support personnel (clock, bookkeepers, announcers, etc.) 

 8. Manage local MHSA tournaments (volleyball, basketball) 

 

B. Provide leadership in the selection and assignment of coaches. 

 1. Maintain the coaches handbook. 

 2. Maintain coaches report file. 

 3. Set coaches budget for scouting and phone use. 

 

C. Provide criteria for evaluating athletic/activity programs. 

 1. Evaluate all athletic/activity programs. 

 2. Provide relevant training for coaches/sponsors. 

 

D. Foster positive school/community relations by keeping the community aware of, 

and responsive to, the extracurricular programs. 

 1. Administer a plan to have a press release, which highlights student 

successes, provided to the media by head coaches. 

 2. Attend coaches and parent meetings. 

 3. Work with area media and radio for broadcasts. 

 4. Set up homecoming/parents night dates. 

 5. Schedule award programs and participate in garnering awards for 

extracurricular programs. 

 6. Develop a meaningful cowboy/cowgirl athletic award, and determine 

winners of other awards based on their specific criteria; i.e. Earl Weeks 

Award. 

 

E. Assume responsibility for the organization and scheduling of interscholastic 

events. 

 1. Supervise activities. 

 2. Work with cooperatives (football). 

 3. Attend scheduling meetings: 

  a. District/divisional basketball and track 

  b. Northeast athletic directors 

  c. District/divisional volleyball 

  d. State athletic director/MHSA meeting 
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 4. Verify schedules with opponents. 

 

F. Schedule transportation for interscholastic contests with Activities Secretary. 

 1. Maintain a master transportation calendar. 

 2. Contact contractors as needed. 

 

G. Recommend a set of appropriate rules and regulations governing the conduct of 

participants and coaches to the Board. 

 1. Aid in enforcement of rules/regulations. 

 2. Distribute rules/regulations to participants and develop a pre-activity 

acknowledgment form for participants and parents to sign. 

 

H. Recommend the physical and academic requirements for eligibility of participants 

in all activities and verify the eligibility of same. 

 1. Ensure that all coaches have eligibility information in a timely manner. 

 2. Ensure that the activities secretary has medical information required to 

maintain student files. 

 3. Approve rehabilitated athletes for continuation in programs. 

 4. Follow up on injuries not reported to medical personnel. 

 5. Schedule physical examinations of all athletes prior to their participation in 

athletic activities. 

 

I. Maintain supplies, uniforms, and equipment for programs. 

 1. Maintain a replacement program for uniforms and equipment. 

 2. Supervise the proper storage, cleaning, and care (including reconditioning) 

of all equipment, save music. 

 3. Coordinate orders with activities secretary. 

 4. Maintain an inventory of all athletic material by department. 

 

J. Supervise all ticket sales and fund-raising events connected with the activities, and 

assume the responsibility for the proper handling of monies involved. 

 1. Contract ticket takers. 

 

K. Arrange details of visiting teams, including lodging, towels, gymnasium services, 

and field assistance as appropriate. 

 

L. Make all necessary arrangements and schedule recreational activities using school 

facilities. 

 1. Maintain an activities calendar. 

 2. Schedule athletic practice times 5 - 12. 

 3. Open and close facility for weekend and evening games. 

 4. Be advised of gym and armory rentals.  

 5. Report facility maintenance needs.  

 6. Report facility safety needs.  
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M. Direct in-school programs such as letter winners.  

 

N. Serve as a liaison between the MHSA and the District, and see that all MHSA rules 

and bylaws are adhered to. 

 1. Complete records of transfer. 

 2. Serve as district officer on rotational basis. 

 

O. Schedule referees for athletic events. 

 1. Contract officials for 5 - 12 events. 

 2. Meet official at each contest and provide dressing room, payment, towels 

and other needs. 

 

P. Develop and maintain a budget for scouting and telephone use, and approve 

requests made by coaches from this budget. 
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