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PHILOSOPHY 
 
Swan Valley Regional Secondary School (SVRSS) recognizes that extracurricular athletics promotes sportsmanship, 
team building, good citizenship, and community responsibility. Extracurricular athletics provide an opportunity for 
students to explore their unique talents outside of the classroom setting. These activities demand a high level of 
commitment, excellence, and self-motivation, which will help prepare students for the challenges they will meet 
outside the school community. 
 
Participation is voluntary and is not a requirement, nor an entitlement. Therefore, extra time and effort are required 
of those who participate. Since the reputation of the school is often judged by its extra-curricular programs, high 
standards must be maintained. Those who earn the privilege of representing Swan Valley Regional Secondary School 
in extracurricular athletics are expected to accept greater responsibilities as school citizens. 
 
The SVRSS extra-curricular program follows all SVSD policies and procedures in regards to extracurricular athletic 
programs.  Ultimately, all final decisions in regards to sports reside with the SVSD. 
  
PROGRAMS 
 
The following athletic programs are offered at Swan Valley Regional Secondary School.  These programs are offered 
on the basis that a teacher-coach or community coach is available to operate the program, and sufficient number of 
committed students are also interested to participate in the particular program.  Junior Varsity programs include 
grade 9 & 10 student/athletes exclusively, while Varsity programs may include student/athletes from grade 9-12.   
 
Junior & Varsity Football 
Varsity Soccer 
Varsity Golf 
Junior & Varsity Cross Country Running 
Junior & Varsity Volleyball 
Varsity Curling 
Varsity Hockey 
Junior & Varsity Basketball 
Junior & Varsity Badminton 
Varsity Rugby 
Junior & Varsity Track & Field 
Varsity Fast Pitch  
Varsity Baseball  
 
The MHSAA & SVRSS endeavors to provide equal opportunities for students.  Girls may try out for and play on a boys’ 
team.  They may not play on both the boys and girls team for the same sport in the same season.  Once they have 
declared a team they cannot switch to the other gendered team during the season.  If a school has both a boys and 
girls team, they are encouraged to play for their respective gender.   
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MANITOBA HIGH SCHOOLS ATHLETIC ASSOCIATION REGISTRATION/TOURNAMENTS 

Please refer to the Manitoba High Schools Athletic Association (MHSAA) website for information regarding MHSAA 
policy and procedures. 

https://www.mhsaa.ca/about/overview/ 

The MHSAA website is also used for player registration: 

 

The MHSAA website also lists tournament schedules and registration: 

 

https://www.mhsaa.ca/about/overview/
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SVRSS STUDENT ATHLETE ELIGIBILITY  
 
Participation in extracurricular athletics is open to all students provided they maintain academic and behavior 
standards consistent with their ability.  It is understood by all that academic responsibility includes attendance, 
punctuality, cooperation, general behavior, respect for teacher and fellow students and a genuine effort on all 
homework assignments, tests, projects, examinations and general course work.  In addition, those individuals 
struggling in a subject should seek extra help.   Student athletes must also meet the eligibility requirements set out by 
the MHSAA.  It is also imperative that the student athlete returns the completed “Student Athletic Teacher Feedback” 
form (Appendix 1) to their coach. 
 
 
MHSAA STUDENT ATHLETE ELIGIBILITY 
 
Student athlete eligibility is described in detail in the MHSAA Handbook.  This document can be found online at 
https://www.mhsaa.ca/about/eligibility/ 
 
STUDENT ATHLETE CODE OF CONDUCT  
 
The actions of a student-athlete are a reflection of themselves, their team, their school and their community. A 
student's involvement in school sport provides opportunities and experiences that are important to the development 
of a well-rounded student. However, student-athletes must remember that their participation in school sport is a 
privilege, not a right.  The athlete code of conduct includes the following: 
 

1. Maintaining an acceptable standing, behavior, and attendance in all subject areas.  

2. Being suspended from class/school automatically carries with it a player suspension.                                                                                                                        

3. Attending school for the full day to be eligible for practice or game that same day.  

4. Attending practice to be eligible to play.  

5. Informing teachers of sport dates before classes are missed. 

6. Making arrangements to cover all work missed in classes due to sport dates. 

7. Students/Athletes & parents need to be aware of the school’s “Code of Conduct” 

https://www.svsd.ca/Repository/SBAttachments/25d1058e-8b07-4253-976c-
4fff343b008f_CodeofConduct.pdf 

 
It is recommended that coaches ask student athletes and parents to sign off on the Athlete Code of Conduct form and 
the Parental Consent:  Athletic Participate Form as a proactive approach to both academic and athletic expectations 
(Appendix 2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://www.mhsaa.ca/about/eligibility/
https://www.svsd.ca/Repository/SBAttachments/25d1058e-8b07-4253-976c-4fff343b008f_CodeofConduct.pdf
https://www.svsd.ca/Repository/SBAttachments/25d1058e-8b07-4253-976c-4fff343b008f_CodeofConduct.pdf
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SVRSS CODE OF CONDUCT 
 

FOR A SAFE AND CARING SCHOOL 

All staff, students, supervisors and chaperones must behave in a respectful manner and comply with the 
Code of Conduct. 

 
The Code of Conduct serves to establish the behaviors necessary to support a safe learning environment.  The Code of 

Conduct applies at school and all school related activities such as field trips and sporting events. Staff, students, parents and 
community share the responsibility for creating and maintaining the safe learning environment. 

UNACCEPTABLE 
BEHAVIOUR 

DESCRIPTION OF UNACCEPTABLE BEHAVIOUR 
Unacceptable behaviour is any behaviour which interferes with learning 

ABUSE 
• Abuse is any action that causes intentional harm or injures another person, including students, staff 

and visitors to our building.    
• Abuse may be physical, sexual, psychological, verbal, in writing, or with social media. 
• Abuse is unacceptable and may lead to criminal charges.   

POSSESSION OR DISTRIBUTION OF    
ALCOHOL, DRUGS, OR VAPE PRODUCTS 

• Alcohol and Drug possession is unacceptable and illegal. 
• Distribution/Selling of alcohol and drug is unacceptable and illegal and SVRSS will 

coordinate with local RCMP. 

SMOKING/TOBACCO/VAPING PRODUCTS 
• Smoking and the use of all tobacco products, including electronic devices is prohibited on all 

school property including off campus school activities. Refer to SVRSS Vaping Policy 
• Smoking and the use of all tobacco products is unacceptable and illegal for minors. 

CONSUMPTION OF ALCOHOL OR DRUGS 
• Alcohol and Drug use hinders learning. Students must be fit for learning. Intoxication and 

impairment by alcohol or drugs interfere with learning. 
• Alcohol and Drug use is unacceptable and illegal.  

BULLYING 

CYBERBULLING 

HARRASSMENT  

• Bullying is behavior that causes fear, intimidation, humiliation, distress or other forms of harm to 
another person’s feelings, self- esteem, body or reputation and creates a negative school and work 
environment for another person. 

• Bullying may be direct (face to face) or indirect (through others) and it may take place through any 
form of expression – including written, verbal, physical or electronic 

• Cyberbullying is bullying by means of any form of electronic communication, including social 
media, text messaging, instant messaging, websites, e-mail, etc. 

• Hazing is bullying. 
• All forms of bullying, whether by students, parents or staff in or out of school at any time is 

unacceptable and may lead to criminal charges. 

COMPROMISING THE SAFETY OF THE 
SCHOOL  

• Compromising the safety of the school occurs when students wander, loiter, leave school 
without permission, fail to sign out or in, skip school or class or fail to take direction from a person 
in authority.  

• Compromising the safety of the school environment is unacceptable. 

DISCRIMINATION 
• Discrimination is treating someone differently on the basis of a protected characteristic such as 

age, ethnic origin, ancestry, culture, socio-economic status, gender identity, sexual orientation, 
religion, family status, mental and physical ability. 

• Discrimination may include failure to make reasonable accommodations for the special needs 
of any individual or group.  

• Discrimination violates the Human Rights Code and is unacceptable. 

 INAPPROPRIATE DRESS • Inappropriate dress is the wearing clothing that interferes with learning by not meeting safety 
requirements nor the decorum and dress of the learning and working environment. 

• Inappropriate dress is unacceptable.    
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INAPPROPRIATE USE OF TECHNOLOGY & 
INAPPROPRIATE USE OF SVSD NETWORK 

• Inappropriate use of technology is accessing, uploading, downloading, sharing or distributing 
information or material that is objectionable or not in keeping with the maintenance of a positive 
school learning environment. 

• Inappropriate use of the internet includes social media, text messaging, instant messaging, 
websites, email and emerging communication technologies, digital cameras, cell phones o r  
a n y  other electronic or personal communication devices.  

• Taking and distributing a person`s photo or video image without permission is unacceptable. 
• Taking/Distributing nude or partially nude photos is illegal and prohibited and can result in 

criminal charges of creating and possessing pornography. 
• Inappropriate use of technology or SVSD Network is unacceptable 

THREAT OF VIOLENCE 

 

• Threat of violence is any threat of harm uttered, written or communicated electronically.  
• The risk of the threat is assessed by a team consisting of principal, superintendent, psychologist, 

mental health, RCMP and any other agency with whom the student is involved.  
• Threat of violence is unacceptable and may lead to criminal charges. 

TRESPASSING • Only students and staff have the right to enter upon school property.  Other persons wishing to 
enter upon school property require permission or invitation.  Anyone entering without invitation or 
permission is trespassing. Trespassing is unacceptable and may lead to charges. 

PHYSICAL AGGRESSION 

FIGHTING 

BYSTANDERS 

• Physical aggression is the use of force against one or more person and includes fighting and 
assault.  

• Physical aggression is unacceptable and is illegal. 
• Students who actively watch (bystanders), encourage, record, promote, or participate in fighting are 

subject to consequences.  
• Any recording or distribution of recordings are prohibited. Students are encouraged to report any 

shared recordings to SVRSS Staff.  
• It is expected that students who are aware of possible fights will exercise maturity and report 

(anonymously, if need be) the potential conflict / assault. 

THEFT/DAMAGE 
• Theft and damage to school division property including busses or to the property of any 

person is unacceptable. 
• Students and staff whose personal property is damaged or stolen may bring action under 

The Parental Responsibility Act 

GANG  INVOLVEMENT • Gang involvement includes association, affiliation, wearing colours or symbols, tagging, initiation, 
recruitment or any related gang activity. 

• Gang involvement is unacceptable and illegal. 

POSSESSION OF WEAPON • Weapon  means any thing used, designed to be used or intended for use: 
• in causing death or injury to any person 
• for the purpose of threatening or intimidating any person 
• Replicas of weapons are considered weapons 
• Possession of weapons or replicas of weapons is unacceptable and illegal. 

 
COACHING STAFF CODE OF CONDUCT 
 
The coach student-athlete relationship is a privileged one. Coaches play a critical role in the personal and athletic 
development of their student-athletes. Therefore, coaches are expected to model the fundamentally positive 
aspects of school sport.   
 

1. Recognize that school sport is an extension of the classroom, and shall conduct themselves accordingly when 
performing coaching duties. 

2. Observe the competitive rules and regulations of MHSAA, and those of Zone 8: Parkland Regional Athletic 
Association and applicable sport associations. 

3. Observe the rules of the sport, the spirit of the rules of the sport, and shall encourage student-athletes to do 
the same. 

4. Treat all participants fairly and equitably, by refraining from discriminating against any student-athlete with 
respect to race, color, ancestry, place of origin, religion, family status, physical or mental disability, sex or 
sexual orientation. 

5. Refrain from using foul, profane, harassing or offensive language or gestures in the conduct of coaching duties. 
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ATHLETIC FEES 
 
All sports require fees to help offset costs in providing an “athletic experience” for the student-athlete.  Fees are due 
the first week after team selection in order to participate.  If this is a concern, arrangements can be made with the 
team’s coach and administrator.  All player fees will be determined by the coach with consultation with the principal.  
Every effort will be made to keep fees as low as possible while attempting to help offset the costs of running a season.   
The following shows how player fees contribute to the costs of running a sport season: 
 

1. Travel 
2. Tournament Entry Fees 
3. Hotel Rooms 
4. Officiating Fees 
5. Uniforms 
6. Other miscellaneous items, facility rental, equipment, etc. 
 

A refund of sport fees (full or partly) may be considered on an individual basis in conjunction with coaches and 
SVRSS administration. 

ATHLETIC AWARDS 
 
At the conclusion of the season, coaches from their staff should review the following athletic awards and nominate 
athletes from their team only.  Nominees should be forwarded to the SVRSS Physical Education Department.  
Awards will be presented at year end. 
 
JD Orchard Coaches Award 
Presented annually to an SVRSS student-athlete who radiates outstanding dedication, athletic ability, perseverance, 
and leadership qualities in the field of athletics 
 
Spirit of Sport Award 
A memorial award in memory of Jackie Knudson, a SVRSS volleyball player.  Presented annually to an SVRSS Female 
student athlete who participates “for the love of sport” 
 
The Joel Campbell Award 
A memorial award in memory of Joel Campbell, a SVRSS multisport athlete. Presented annually to a SVRSS Male 
student athlete who participates “for the love of sport” 
 
The “Curtis” Sport Award 
A memorial award in memory of Curtis Griffith, a SVRSS Soccer player. Presented annually to an SVRSS athlete who 
participated in their chosen sport with commitment and passion 
 
Junior Varsity Athlete of the Year (2) 
Presented annually to an SVRSS student-athlete in Grade 10 who demonstrates leadership, dedication and athletic 
ability in the field of athletics. 
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Quick-Look Season Checklist 

Pre-Season: 
o Book tournaments on MHSAA 
o Book facilities (gym, classrooms, fields) – Facility Rental Permit Form 
o New Coaching Staff – application completed 
o Submit Request for Leave(s) 
o Check uniforms 
o Stock medical bag 
o Meet with potential players 
o Travel Requisitions 
o Driver’s Licences and Vehicle Registrations 
o Criminal Record Check & Child Abuse Registry – coaching staff; parent drivers 
o Plan budget – establish fee amount and fundraising needs 
o Book Hotels 
o Season Plan submitted to Principal 
o Review information on www.mpass.school 
o Respect in School completed 

 
In-Season: 

o Parent Meeting – collect signed forms 
o Email team list to staff 
o Register team on MHSAA 
o Medical/Contact Information List for players 
o Review MHSAA information for Zone 8 and Provincials 
o Collect Player fees; complete KidSport/JumpStart applications 
o Distribute uniforms 
o Optional Apparel order 
o Record Finances 

Away Tournaments: 
o Send Rooming Lists to hotels 
o Distribute Tournament Information Sheets 
o Request Cheques for tournament fees and hotel rooms (1 week prior to event) 
o Check that medical bag is always present when playing 
o Contact Bus Garage ASAP if travel plans are cancelled  
o Contact Administration if circumstances change the approved trip plan (injury, weather, etc) 
o Send travel manifest to Bus Garage and Office 
o Obtain written permission from parent/guardian if player’s travel plans change 
o Obtain Out-of-Province travel insurance, if necessary 

Home Tournaments: 
o Tournament is registered and sanctioned with MHSAA 
o Send MHSAA Tournament Commitment to Participate Form to participating teams 
o Obtain rosters and names of supervisors/coaches of visiting teams 
o Organize officials and scorekeepers 
o Collect Tournament Fees 
o Set up facility 
o Coordinate with Custodial staff if teams are staying overnight in the school 

 
Post-Season: 

o Season Summary submitted to Principal 
o Collect, clean, store uniforms 
o Pay outstanding bills 
o Submit names for Awards 
o Meet with Principal to evaluate season 

 
For more elaborate and specific details of duties throughout the sport season, see the SVRSS Coaches Guide in the Coaches Handbook. 
 
 
 
 
 

http://www.mpass.school/
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PRE-SEASON PLANNING: 
 
-Book tournaments http://www.mhsaa.ca/tournaments/. Tournaments fill quickly, usually 6 months before the 
event. 
-Book gym/facilities for practices and home tournament dates.  Coordinate with all coaches using the same facility 
during your season.  Gail has the Facility Rental Permit Form (Appendix 3), check off overnights/sleep over if teams 
plan to stay in the school 
-Review Jr. High Athletic Programming and Dates when received in May; check for conflicts so that practice times 
and or games won’t be scheduled during these times 
-Check the Gym Booking Calendar in the office for any other potential conflicts 
-Complete Volunteer/Presenter Declaration/Disclosure for any new coaching staff (Appendix 4) as well as the 
Application Form in the following link. (https://www.mpass.school/tools-resources/suggested-criteria-non-
teachervolunteer-coaches) and (https://www.mpass.school/tools-resources/sample-non-teachervolunteer-
coaching-application-form) 
-Submit a Request for Leave – Teacher form (pink) for each teaching day that you will miss for a tournament/game  
-Assess uniform needs for the season; uniforms must adhere to the colours of Red, White and Blue in any type of 
combination 
-Stock the medical bag and make ready for use 
-Arrange a pre-season meeting with interested students and share the try-out dates and relevant information about 
the season 
 
-Travel Requisitions - book vehicles for tournaments/games  
 -bus, 15 passenger van, 7 passenger vans, private vehicles; link on SVSD website (Appendix 5) 

-all drivers - driver’s license/vehicle registration registered with Gail in the office 
-parent drivers - Criminal Record Check, Child Abuse Registry and Volunteer/Presenter 
Declaration/Disclosure form if driving other players 
-private vehicles -All Purpose designation and minimum of $2 000 000 3rd party liability  
  - trip specific Parent Permission Form (Appendix 6) must be signed authorizing   
  the student to be transported by private vehicle 
-Billing – Student Accounts   
-You will be emailed a copy of the booked vehicle at the time of booking and again when it is Approved.  
Keep a copy of the Approved email. 
-Hours of Service for bus drivers:  no more than 13 hours of driving; no more than 14 hours on duty; must 
have 10 hours off duty and 8 of those must be consecutive, remainder in blocks of 30 min or more. 

-Plan the Budget: 
 -Book hotel rooms for tournaments - 4 players to a room, female and male coaches in separate rooms; call 
 hotel and book with the group booking representative 
 -SVRSS/SVSD covers some travel expenses through separate accounts 

-Tournament Fees – when hosting a tournament, deposit tournament fees into this account.  When 
travelling to a tournament, charge up to a maximum of 3 tournament fees to this account.  If you do 
not contribute to the account, you can not use the account. 
-Coaches – meal and hotel expenses for 2 coaches for 3 tournaments 
-Officiating – referee costs for tournaments/games  
-Mileage – up to a maximum # of kms which is different for each sport.  Calculate mileage $ by using 

 the bus rate ($1.28/km*subject to change) multiplied by the # of Km allotted 
-Provincials - $500 maximum provided to offset travel/mileage costs; does not cover Wild Card 
application fee 
 
 
 
 

http://www.mhsaa.ca/tournaments/
https://www.mpass.school/tools-resources/suggested-criteria-non-teachervolunteer-coaches
https://www.mpass.school/tools-resources/suggested-criteria-non-teachervolunteer-coaches
https://www.mpass.school/tools-resources/sample-non-teachervolunteer-coaching-application-form
https://www.mpass.school/tools-resources/sample-non-teachervolunteer-coaching-application-form
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 -Team Account 

-Revenue:   
-player fees; SET UP PAYMENT FOR PLAYER FEES THROUGH KEV WITH REBECCA  
-fundraising – use School Funds Deposit Form (Appendix 7).  All cheques are payable to 

 SVRSS School Funds. 
-Expenses:   

-coaches’ meals and hotel expenses above 2 coaches, 3 tournaments;  
-mileage above the maximum $ value;   
-tournament entry fees over 3 tournaments;  
-player hotel rooms;  
-miscellaneous expenses;  
-provincial costs above $500 for mileage (player and coaches hotel rooms; coaches meals) 

 -once the estimated expenses for the team (excluding expenses paid by SVRSS/SVSD) have been 
determined, use the amount of expenses and money in the account from previous year to determine the 
amount of fundraising needed and the amount of player fees.  If in doubt regarding the amount of the fees, 
ask the principal. 
 

-Create Season Plan to submit to the Principal.  Include the following: 
 -Season Plan sheet (Appendix 8); include all coaches/supervisors names 
 -Season Schedule (dates of practices, games and tournaments) 

-School Sponsored Athletic and Out of School Student Experiences forms for all tournaments; include Travel 
Requisition number (Appendix 9) 
-copies of driver’s license and vehicle registrations for driver’s and private vehicles 

 -Travel Requisition Approved email(s) 
 -Parent Travel Permission for a Season (Appendix 10) 
 -projected budget (Appendix 11) 
 -Fundraiser form for each fundraising event – explains what the fundraiser is and what the funds will be 
 used for (Appendix 12) 
 
-Review and implement Interschool Sport & Activity Guidelines for the specific sport you coach/manage 
(https://www.mpass.school/safety-plans?module=9-12), the weather requirements for outdoor events 
(https://www.mpass.school/tools-resources/air-quality-health-index, https://www.mpass.school/tools-
resources/temperatures) and concussion information for Parents with Return to Learn & Return to Sport guidelines 
and medical clearance (https://parachute.ca/wp-content/uploads/2019/06/Concussion-Guide-for-Parents-and-
Caregivers.pdf) and (https://parachute.ca/wp-content/uploads/2019/06/Return-to-School-Strategy.pdf) 
 
-Complete Respect in Sport (good for 5 years and Gail will keep track of this) 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.mpass.school/safety-plans?module=9-12
https://www.mpass.school/tools-resources/air-quality-health-index
https://www.mpass.school/tools-resources/temperatures
https://www.mpass.school/tools-resources/temperatures
https://parachute.ca/wp-content/uploads/2019/06/Concussion-Guide-for-Parents-and-Caregivers.pdf
https://parachute.ca/wp-content/uploads/2019/06/Concussion-Guide-for-Parents-and-Caregivers.pdf
https://parachute.ca/wp-content/uploads/2019/06/Return-to-School-Strategy.pdf
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IN-SEASON PLANNING: 
 
-Organize Parent Informational Meeting 
 -happens very early in the season; usually before the first practice 
 -introduce coaches and philosophy 
 -outline important dates and information on playing, including fees and playing time 
 -outline expectation for behaviour of players, parents, coaches (Code of Conduct) 
 -discuss media release information and ensure student registration package was returned 
 -provide info on accident insurance (recommended for all student athletes; Old Republic:  MSBA 
 insurance documents are provided at the beginning of the school year), concussion information  (if 
 applicable), KidSport and JumpStart funding, fundraising expectations (including Ferster’s Fruit drives in Fall 
 and Spring) 
 -record which parents don’t attend the meeting and give to Principal 
 -any need for parent supports, i.e. driver’s  
 -parents sign all necessary forms, if not already completed 
 
-email team list to All Staff and register the team on MHSAA 

-names entered on MHSAA must be the legal name, ensure accuracy.  New students need a transfer appeal 
immediately. 

-obtain the Medical list/Contact information and URIS plans for all players (See Kayla in office), include name, age, 
DOB, phone number, parent contact, medical numbers, medical issues and uniform number 
-know the Zone 8 eligibility, code of conduct, requirements & competition dates for Zone 8 and Provincial 
Championships (https://www.mhsaa.ca/provincials/) 
 
-Collect Player Fees –  
 -KidSport/Jump Start applications (Appendix 13)  
 KidSport - max $500 per player per year; apply online; may need letter from the Principal confirming 
 financial need 
 -Manitoba Metis Federation, Wuskwi Sipihk and Sapotaweyak will pay for fees on behalf of players 
 belonging to their groups 
 -JumpStart - for students who have used the KidSport amount in full for the Calendar Year 
-Uniforms -distribute; record numbers and sizes 
-Optional apparel – students pay additional cost 
     -can’t exceed $100 
     -place order through Tiger’s Den 
     -use school colours of red, white, blue 
-Athletic Injury - complete a Student Accident Incident Report at time of incident (Appendix 14)  
  -enter all information on the HUB INTERNATIONAL WEBSITE (Appendix 15)  
  -forward email from HUB to Rebecca 
  -doctor’s note may be required to return to play (depends on severity of injury) 
-Finances  -record on the spreadsheet 
  -submit deposits - record where the money comes from on back of form; for selling   
  tickets the receipt should be made out to the player who turns in the money 
  -cheque requests - use SVRSS School Funds Expense (Appendix 16)  
-Unexpected Games/Tournaments - out of school experience form 
          -parent permission form 
          -travel requisition 
          -submit all to the Principal 
-SVRSS staff to be on or near the player bench during games 
-log all hours spent with student athletes using the log sheet from the office (brown) 

https://www.mhsaa.ca/provincials/
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-Away Tournaments 
 -send rooming list to hotel before the date they have requested it be sent by 

-distribute Tournament information sheet (Appendix 17) including dates, times, all transportation and 
accommodation information as well as the tournament draw schedule  
-request cheques from Rebecca a week prior to the event for Tournament fees (attach email with fee 
amount on it) and Hotel costs (attach bill from hotel), include mailing addresses, but indicate if you want 
them mailed or given to you 
-ensure the medical bag is with the team 
-if an injury or something else occurs that requires changes to the approved trip plan, immediately contact 
the Principal, Administration or Superintendent by email and/or phone 
-if the tournament is cancelled due to weather or for any other reason, contact Brad Klekta (1601) or Cindy 
Jersak (1600) at the bus garage ASAP…phone and email to ensure the bus driver gets cancelled otherwise 
we pay a 3 hour call in rate. 
-if in need of a bus, book a hotel room for the driver and the hotel room gets paid by the team account, but 
reimbursed by the School division 
-provide a travel manifest for all people in each vehicle travelling to the tournament to Office (Gail) and Bus 
Garage (Cindy).  Players must stay in the same vehicle for the ride home.  If changes occur, these need to be 
communicated to Gail and Cindy at the time of the change.  If travelling by bus, the bus driver will also need 
a list of people on the bus. 
-if attending an exhibition game in Dauphin/The Pas, etc. you may not leave before 2:30pm 
-if attending a game/tournament outside of Manitoba, mandatory insurance is to be purchased for athletes 
and coaches/managers for each trip (~$13 per person).  This is time sensitive where it takes a few days to 
process (MBSBASchool@hubinternational.com); if it is a location just over the boarder, contact the company 
as the insurance requirement may be waived. 
-written instructions required from parent/guardian if the player is not returning with the team or is to be 
picked up from an alternate location than SVRSS. 

-Home Tournaments 
- tournaments must be registered and sanctioned by MHSAA on the MHSAA website; game results must be 
recorded as the tournament proceeds 

 -tournaments can’t begin before 2:00pm at SVRSS; may need to also book ESRSS 
-a few weeks before a home tournament, send out MHSAA Tournament Commitment to Participate form to 
each team that is attending and have them return it along with a player roster and coaches/supervisors 
names and contact information 
-organize officials, post schedule for officials, all changes must be done on that schedule and the schedule 
must be submitted when requesting a cheque for payment to each referee 
-organize score keepers 
-keep score sheets for Convenor for games hosted at home 
-collect tournament fees and team rosters (with coaches names and contact info) from participating teams 
at home tournaments  
-set up gym/facility for tournament 
-coordinate with physical education staff when using the gym during the school day 
-start of season, coordinate with custodial staff if teams are staying overnight in the school; make sure this is 
indicated on the facility rental form, as well  

POST SEASON SUMMARY: 
-create Season Summary (Appendix 18) with attached spreadsheet of finances and submit to the Principal; include 
season date, player fees, list of athletes with outstanding fees 
-collect, clean and store uniforms and bags; replace any damaged uniforms 
-pay outstanding bills 
-know the awards program and be prepared to submit names to awards chairpersons 
-evaluate your season and note areas of concern in a meeting with the principal 

mailto:MBSBASchool@hubinternational.com
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SVRSS SPORT FUNDING 2022 -2023 

Field Trips  4800 km 

SVRSS PE trips  500 km 

Sport travel allotments as follows based on the last couple of years of travel for various sports: 

Golf         320 kms 
X Country          320 kms 
Football Jr. & Sr.   2 700 kms 
Soccer Boys & Girls   1 700 kms  
Volleyball Boys & Girls (JV & SV)  1 700 kms  
Basketball Boys & Girls (JV & SV) 2 600 kms 
Curling (Boys & Girls)     320 kms  
Badminton (JV & SV)  1 000 kms 
Rugby (Boys & Girls)  2 700 kms 
Fastball/Baseball      700 kms 
Track      1 300 kms 

 
Any other sports related activities charged to the SVRSS field trip allotment which totals 4 800 kms. 
 
SVSD 2022/2023 supports for athletics/programs 
  a.  $20 700 over and above subs and subsidized travel 
  b.  Guidelines for support 
   i.  2 coaches per sport 
   ii.  3 tournaments per sport 
  c.  Tournaments/Officiating/Provincials support = $11 000 total 
  d.  $10 000 covers coaches expenses – will reconcile in June, if needed 
  e.  Over and above – needs to be offset by individual team/program through fundraisers or  
  student fees 
 
No travel kms allotted for wildcard play.  However, if a team qualifies, the SVSD provincial grant would help to 
offset student costs. 
 
Provincial Championship Support – Each team will receive $500 if they qualify for provincials to help offset 
expenses. 
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COACHING RESOURCES 
 

Manitoba High School Athletic Association  www.mhsaa.ca 
Swan Valley School Division Policy Manual  www.svsd.ca/Division/policiesnum/Pages/default.aspx 
 
School Coach Canada     www.schoolcoach.ca 
School Sport Canada     www.schoolsport.ca 
 
Coaching Manitoba     www.sportmanitoba.ca/coaching 
Golf Manitoba      www.golfmb.ca                                   
Manitoba Soccer Association    www.manitobasoccer.ca 
Football Manitoba     www.footballmanitoba.com 
Volleyball Manitoba     www.volleyballmanitoba.ca 
Basketball Manitoba     www.basketballmanitoba.ca 
Curl Manitoba      www.curlmanitoba.org 
Manitoba Badminton Association   www.badminton.mb.ca 
Rugby Manitoba     www.rugbymb.ca 
Athletics Manitoba     www.athleticsmanitoba.com 
 Baseball Manitoba     www.baseballmanitoba.ca 
Softball Manitoba     www.softball.mb.ca 
 
Sports Medicine & Science Council of Manitoba  www.sportmed.mb.ca 
Manitoba Athletic Therapists Association  www.mata.mb.ca 
Concussion Resource      www.parachutecanada.org 
Complete Concussion Management   www.completeconcussions.com 
 
 
Coaches Association of Canada    www.coach.ca 
Positive Coaching Alliance     www.positivecoach.org 
Champions of Character     www.championsofcharacter.org 
Proactive Coaching     www.proactivecoaching.info 
National Alliance for Youth Sports   www.nays.org 
Character Education Partnership   www.character.org 
Josephson Institute - Character Counts    www.charactercounts.org 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

http://www.mhsaa.ca/
http://www.svsd.ca/Division/policiesnum/Pages/default.aspx
http://www.sportmanitoba.ca/coaching
http://www.footballmanitoba.com/
http://www.volleyballmanitoba.ca/
http://www.curlmanitoba.org/
http://www.badminton.mb.ca/
http://www.baseballmanitoba.ca/
http://www.mata.mb.ca/
http://www.parachutecanada.org/
http://www.coach.ca/
http://www.charactercounts.org/
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INTRODUCTION 

The Handbook for Extracurricular Athletic Programs was developed to assist staff and volunteers with the development of a safe 
and positive extracurricular experience for their students.  This handbook reviews the roles and responsibilities for school staff, 
coaches, and school administrators as they pertain to the interschool athletic program. Some additional forms are included to 
assist the volunteer coach with their team planning and preparation. 

The Phys. Ed council in partnership with principals and the division were responsible for creating this document as requested by 
the Swan Valley School Board. 

The guiding principles underlying this document are the Vision, Mission and Values of Swan Valley School Division. 

Our Vision 

Ready to Succeed 

Our Mission 

The Swan Valley School Division will work with communities to: 

 

“The mission of Swan Valley School Division is to create an  

inspiring, learning community where all belong, contribute and succeed” 

 

Acknowledgements 

These guidelines and procedures were developed using the following resources: 

 National Coaching Certification Program (NCCP) - Level 1 & 2 Theory Manuals 
 Fair Play; Resource Manual for Coaches 
 St. James-Assiniboia Athletic Conference (SJAAC) - Bylaws 
 Assiniboine South Junior High Athletic Association (ASJHAA) - Program Guidelines 
 Manitoba High Schools Athletic Association (MHSAA) 
 Freedom of Information and Protection of Privacy Act (FIPPA) 
 Personal Health Information Act (PHIA) 
 Pembina Trails School Division Handbook for Extracurricular Athletic Programs and Principled Coaching Practises. 
 Swan Valley School Division Handbook for Extracurricular Athletic Programs 
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FAIR PLAY CODES FOR SCHOOL ATHLETICS 

Players Code 
1. Play for the “fun of it”. 
2. Play by the rules. 
3. Respect the official’s decision. 
4. Respect your opponents. 
5. Work equally hard to improve 

your own skills as well as your 
teams. 

6. Control your temper. 
7. Cooperate with your coach, 

teammates, and opponents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Coach’s Code 
1. Be reasonable in your demands 

on your players’ time. 
2. Providing all participants with 

playing time 
3. Teach players to play by the 

rules. 
4. Respect your opponents, as well 

as the judgment of the officials. 
5. Never ridicule or yell at the 

players for making mistakes or 
losing. 

6. Check the equipment and 
facilities for safety. 

7. Length of practices should be 
based on the maturity level of 
the players. 

8. Be a good role model and be 
generous with your praise when 
it is deserved. 

9. Keep informed on sound 
coaching principles and the 
growth and development of 
children. 

 
 
 

 
Parent’s Code 
1. Do not force an unwilling child 

to participate in sports. 
2. Children are involved in 

organized sports for their 
enjoyment not yours. 

3. Encourage your child to always 
play by the rules. 

4. Teach your child that honest 
effort is as important as victory, 
and to accept the outcome of a 
game without undue 
disappointment. 

5. Help your child work towards 
skill improvement and good 
sportsmanship. Never ridicule 
or yell at your child for making 
mistakes or losing. 

6. Applaud good play by all. 
7. Respect the judgment of the 

officials. 
8. Support all efforts to remove 

verbal and physical abuse from 
children’s sporting activities. 

9. Recognize the importance and 
value of volunteer coaches. 
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HANDBOOK FOR EXTRACURRICULAR ATHLETIC PROGRAMS 

A.   PROGRAM VALUES 

School athletic programs in our division support the pursuit of excellence in an organized setting that is appropriate to the 
general developmental nature of the students involved.  School athletic programs are considered a valuable part of the total 
school program and are supported by the Division. 

All coaches and certified teachers assume a tremendous responsibility when they volunteer to become a part of the 
extracurricular program of a school. Every coach/certified teacher is responsible for the management of their own behaviour 
and the team's behaviour in all events when representing their school.  Positive attitudes and behaviours, fair play ideals, and 
game skills need to be developed and reinforced to foster the competitive spirit that demonstrates good sportsmanship (see 
Fair Play Codes for School Athletics on the previous page). 

The Division believes that for: 

Grade 4, 5, and 6  
 
- The emphasis needs to be on fair play, sportsmanship, and character building. 
- The programs need to foster the development of positive attitudes. 
- All participants play a similar amount of time. 

 
Grade 7 and 8 

- The fundamental belief at this developmental stage is that all students should be given the opportunity to play a reasonable 
amount of time. 

- It is important to provide students with a transition to higher levels of skill development. 
- It is important to promote and encourage the enthusiasm to play sports and to be physically active as a way of life. 
- Students are still developing their skills and need to be given the opportunity to demonstrate the acquisition and 

application of these skills. 
 
Junior Varsity 

- It is important to increase the quality of the coaching while maintaining a high level of participation. 
- Every effort should be made to allow students to participate in junior varsity athletics; however due to restrictions on team 

size some players may not get the opportunity to participate. In selecting players, coaches should not only evaluate the skill 
or potential skill development, but also the player’s attitude, reliability, work ethic, academic achievement and coachability. 

- Every member of the team should have the opportunity to play. The amount of playing time is at the discretion of the 
coach with the understanding that playing time may be adjusted due to extenuating circumstances (e.g. behaviour, 
attendance, etc.). 

- Coaches must make players aware of the circumstances that may affect their playing time. 
- Students are still developing their skills and need to be given the opportunity to demonstrate the acquisition and 

application of these skills. 
 

     Varsity  

- It is important to increase the quality of the coaching while maintaining a high level of participation. 
- The emphasis should be on team development, individual development and effort; not wins and losses 
- Every effort should be made to allow students to participate in varsity athletics; however due to restrictions on team size 

some players may not get the opportunity to participate. In selecting players, coaches should not only evaluate the skill or 
potential skill development, but also the player’s attitude, reliability, work ethic, academic achievement and coachability. 

- Every member of the team should have an opportunity to play.  The amount of playing time is at the discretion of the coach 
with the understanding that playing time may be adjusted due to extenuating circumstances (e.g. behaviour, attendance, 
etc.). 
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B.  ROLES AND RESPONSIBILITIES 

1.  Principal  

1.1 A certified teacher should coach extracurricular athletic teams wherever possible and feasible.  Where this is not 
possible, and depending on the nature of the activity, number of students involved, time of day, etc., qualified 
volunteers may coach.  A designated certified school teacher must be assigned to the team to act as a supervisor. 

1.2 Meet with the outside coach and welcome him/her to the school.   

1.3 Distributes the Handbook to all coaches and school supervisors and to ensure that they receive an orientation prior to 
the beginning of the season.  The orientation of the coach should include: expectations, guidelines, pertinent policy 
(ies) of the Division vis-a-vis extracurricular activities, pupil safety, pupil conduct, coach’s conduct, and procedures to 
be followed in an emergency. 

1.4 Provides coaches with practice schedules, league schedules, tournament information and planning, team progress, and 
Association Bylaws and Guidelines at each level. 

1.5 Review personal safety and appropriate behaviour practices with coaches. This will include common practices such as: 
not having discussions with individual students behind closed doors; not entering opposite gender change rooms 
unless they are assigned; not allowing players to change tops at the bench; not transporting individual students.  Other 
practices may be discussed as deemed necessary. 

1.6 Encourage coaches to participate in the Respect in Sports training. 

2.   Coach 

2.1 Ensure that the team composition is based upon the school division’s guiding principles and appropriate to grade level. 
Please discuss procedures with the principal. 

2.2 Conduct a parent meeting or provide parents with team and league information/guidelines prior to the first 
competition.  

2.3 Become familiar with all relevant divisional policies and guidelines. (e.g. confidentiality, transportation) 

2.4 Review with the school administration and/or physical education staff the emergency action plan. 

2.5 Maintain accurate player information (e.g. name, age, date of birth, phone   number, and uniform number). Coaches 
should have this information available to them at all times, as well as copies of the Student Accident Incident Report 
form. 

2.6 Promote and practice safety during practice and play. 

2.7 Be a good role model and instill in participants the values of sportsmanship and fair play with respect to the following 
five fair play points: 

 Respect the rules of the game 
 Respect the officials and their decisions 
 Respect the opponent 
 Providing all participants with playing time 
 Maintain your self-control at all times 

2.8 Respect and follow good personal safety and appropriate behaviour practices for the benefit of the athletes and one's 
own integrity. 

2.9 Remain with his/her athletes and/or students until they are out of that school or until appropriate supervision is 
obtained. The coach and/or team supervisor would also be responsible for staying with all students until picked up 
after away games or tournaments ensuring no students are waiting alone. 
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3.   Team Supervisor  

3.1 Ensure that the team composition is based upon the school division’s guiding principles and appropriate to grade level.  
Please discuss procedures with the principal. 

3.2 Know and coordinate with the physical education staff/principal the league schedule and team/school expectations. 

3.3 Establish a reporting/consulting mechanism with the coach. 

3.4  Be informed of all supervision and transportation policies of the Division as well as emergency procedures. 

3.5 Maintain accurate records of registration forms (name, age, date of birth, phone number, medical numbers, uniforms, 
practice plans, accident report forms) are at all practices and games.  (Reminder: Some player information is 
confidential and protected under FIPPA and PHIA Guidelines.) 

3.6 Practice and promote general and personal safety at all times. 

3.7 Support the coach in acting appropriately with all officials. 

3.8 Support the coach in promoting the values of sportsmanship and fair play. 

3.9 Supervise by sitting on the bench during games.  

3.10 Remain with his/her athletes and/or students until they are out of that school or until appropriate supervision is 
obtained. 

3.11 Acts as a liaison with the school administration as required. 

C.   QUALIFICATIONS AND BELIEFS OF COACHES 

1. Believes in the fair play code for school athletics. 

2. Has a good knowledge of the sport and training methods. It is desirable but not an expectation that coaches have 
a minimum of Level 1 NCCP in that sport or equivalent and basic first aid knowledge. 

3. Understands the place and purpose of extracurricular athletics in the educational system. 

4. Child Abuse Registry (form available at SVSD Office) and Criminal Record (Local RCMP Detachment) checks are 
required by all adult volunteer coaches.  The cost is paid for by the Division. 

D.   SAFETY/EMERGENCY PROCEDURE 

1. Be aware of existing medical information for each player and respect the confidentiality of this information.  (FIPPA 
and PHIA Guidelines; Pledge of Confidentiality) 

2. Where a student becomes ill or injured, use first aid measures immediately and contact the parent or guardian at 
the earliest possible opportunity. 

3. Have phone numbers and medical numbers with you in case of emergency. 

4. Always have first aid supplies readily available.  When traveling to another school the team will take a first aid kit. 

5. Report the injury to the principal and follow policy on accidents for students. 

6. Follow up with a parent when a student is injured. 
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ETHICAL BENCHMARKS  

INTRODUCTION 

This document is intended to be used as an educational resource for school leaders and coaches to help foster and promote 
coaching practices based on high ethical standards. Coaches are expected to conduct themselves in accordance with these 
standards. The standards found in this document reflect the Mission, Vision, and Values of the Swan Valley School Division. 

Our Vision 

Ready to Succeed 

Our Mission 

The Swan Valley School Division will work with communities to: 

“The mission of Swan Valley School Division is to create an inspiring, learning community where all belong, contribute and 
succeed” 

Our Aims 

What we believe we need to be doing: 

o Offer programs which provide relevant and meaningful education to all students, emphasizing those 
communication skills and basic mathematical and scientific concepts necessary to the development of critical 
thought and awareness of responsible citizens. 

o Foster excellence in the delivery of our education services through regular review and monitoring of 
programs, thereby assuring accountability and ongoing improvement. 

o Promote tolerance, mutual respect and responsible behavior as the means of preserving and enhancing 
opportunities for all students in the Division and, more generally, as the key elements in a pluralistic 
democracy.  

o Utilize technology in a manner which enhances educational programming by promoting and developing 
students' access to information and their ability to understand and use it productively. 

o Focus on lifelong learning in our program planning and delivery, in the disposal of our resources, in our 
relations with and expectations of staff and our engagement with the community. 

o Foster such a cooperative partnership and level of communication between school and community that the 
needs of all learners will be recognized and met. 
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COACHING ETHICS 

Every coach will face ethical dilemmas that present themselves in sport. Knowing what is right and what is wrong and acting 
morally defines the boundaries of ethics. Coaches need to ground themselves on a solid foundation for making ethical decisions 
which begins with developing the five factors for ethical behaviour and moral obligations. The five moral obligations are: 

1. To One's Self - to preserve personal integrity and be a positive role model. 
2. To the Athlete - to honor their position on the team and to act in the athlete's best interest. 
3. To the School/Division - to adhere to organizational goals, values and policies. 
4. To the Sport - to uphold the standards of coaching and the moral and ethical standards of sport. 
5. To the Public -to act in a way that supports the community's expectations and values. 

 
Coaches are role models and should strive to produce positive images for the sake of the sport, their athletes, the school, and 
the community. School teams are in the public eye and the public demands the highest standards of behaviour from its coaches. 

Positive coaching practices should be based on basic principles and ethical benchmarks. The principles speak largely to 
character development, not the accumulation of victories. Four principles have been identified by the Coaching Association of 
Canada that sustain the inherent and traditional values of sports and reinforce the "merits" of the experience. 

1. Honor  2. Responsibility  3. Respect 4. Integrity 

Making ethical decisions requires the moral courage to adhere to one's values in difficult times. Pressure to win influences 
ethical decision-making, risking the loss of important "teachable moments" which make sport the educational tool it can be. The 
opportunity to develop positive values and sound character that support the ideals of sport is lost when winning becomes the 
primary goal and unethical behaviours are employed. 

Principled Coaching Practices are a set of ethical benchmarks that help guide coaching behaviours and practice in the Swan 
Valley School Division. These benchmarks exist to support responsible and respectful actions and interactions and protect all 
stakeholders from unfair, harmful, and discriminatory practices. 

Principled Coaching Practices not only involves dealing with athletes, but other groups as well; coach's family, school staff, 
parents, officials, other coaches, news media. A coach must recognize that while a decision can be made alone, the effects of 
the decision may be far-reaching and can reflect on their own integrity and on the organization, they represent. The coach could 
ask themselves the following questions to maintain an ethically principle-centered perspective in a decision-making process: 

- Do I have all the information I need to act? 
- Do I need to speak to someone else to get more information, approval or advice? 
- What are my options? 
- Do they violate any school/divisional policy or standard?  
- Are they legal? 
- Do the options support my values and personal ethics?  
- Can I justify them in the light of my own values and ethics or the expressed ethics of this document? If not, the option 

probably is not ethical. 
- What are the short-term / long-term consequences of my actions?  
- Who or what could each option benefit/harm? 
- Am I comfortable with my actions?  
- How will they be perceived by others?  
- How could they affect those involved? 
 
The school principal will discuss the Principled Coaching Practices with a coach prior to their involvement with student-athletes 
to establish the ethical tone for the organization. Even though the Division and School cannot completely protect themselves or 
their programs from the unethical behaviour of coaches, players, parents, and others, they can build into their programs an 
ethical foundation and practice that supports positive sport experiences for all. 
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COACHING WITH HONOUR 

According to the Coaching Association of Canada, coaching with honor means to "recognize, act on, and promote the value of 
sport for individuals, teams and for society in general". 

Numerous ethical dilemmas arise during athletic contests that create valuable teaching opportunities for a coach. A coach's 
personal beliefs, which are based upon individual values, affect the response to these dilemmas and consequently the lesson 
taught. These values are shaped by experiences and the modeling of significant others (e.g. parents, teachers, coaches, and 
friends). Our approach to participation in sport will be influenced positively if we value the achievement of personal excellence, 
the demonstration of sportsmanship, and honor above winning. 

Honoring sport means that coaches act on and promote the positive values related to sport. A coach should advocate and 
model the fundamentally positive aspects of sport (e.g., sporting and human excellence, fair play, honest competition and 
effort, self-discipline, integrity, personal growth and development, respect for the body, challenge and achievement, the joy of 
movement, etc.). Encouraging and modeling honorable intentions and actions is the cornerstone of player development. A 
coach has significant influence on overall player development which includes both skills and attitudes. Players will imitate a 
coach's behaviour and adopt their views, not only on competition, but on anything else that is taught to them. For this reason, a 
coach's actions should mirror their words. 

Sport involvement evokes a wide range of emotions in coaches, players, officials, parents, and spectators. The overt expression 
of emotions can have a positive or negative affect on the entire sporting experience. The coach of a team should therefore keep 
his/her emotions in check. As a role model for the team and school it is the coach's responsibility to express emotions in a way 
that will enhance and positively impact the event. A coach should strive to make positive comments, encourage good play, and 
support a high standard of sporting behaviour for both teams regardless of the outcome of the game. The following statements 
suggest ways for a coach to provide a positive experience for everyone. 

1. Act with an enthusiastic and genuine appreciation for sports. 
2. Support initiatives that encourage the spirit and positive values of sport. 
3. Encourage participants to honor sport on a lifelong basis. 
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RESPONSIBLE COACHING 

The principle of responsible coaching has the expectation that the behaviours and activities of coaches will benefit the Division, 
school, and in particular participants and will not harm anyone. These expectations represent obligations and duties as defined 
by the Division and other organizations. They also represent the actions taken to improve both personal and athlete 
competence, and to act in the best interests of all stakeholders with special focus on the athlete. 

All coaches must manage their programs according to the established policies, regulations, and procedures of the Swan Valley 
School Division and the organizing body. Divisional policies guide procedures related to: transportation, field trips (out of town 
tournaments), risk management, sexual harassment, supervision, and many more. The school principal can assist in the 
interpretation and proper procedures to follow related to policy. 

Each level of sport organization has its own set of bylaws governing play in a given sport. Every coach should review, support 
and abide by all rules, regulations and standards set out by the respective organizing body.  

It is critical that a coach maintain effective communication with school administration, the athletic department, and teachers in 
the school. Clear and open communication with the school about athletes, team organization, and proposed plans is critical to a 
successful season. A coach should develop, maintain, implement and evaluate sound program goals, training plans, practice 
plans, and procedures. 

Responsible coaching means that a coach: 

1. Follows all rules and regulations; 

2. Strives for personal improvement and competence as a coach; 

3. Is aware of how their personal values affect their practice as a coach; 

4. Acts in the best interest of the athlete's development as a player and person; 

5. Recognizes the power they he/she has as a coach and uses that power to benefit others; 

6. Works cooperatively and collaboratively with school personnel, parents, and other coaches to ensure a quality 
sporting experience for the athletes. 

The principle of responsible coaching includes the following ethical benchmarks: 

KEY WORD ETHICAL BENCHMARK ADDITIONAL INFORMATION/EXPLANATION 
PROCEDURES Every volunteer coach or supervisor is required to complete a Child 

Abuse Registry and Criminal Records Check 
 

A coach must know the eligibility requirements for their sport and 
league and ensure all players are eligible to participate. 
 

Notify other coaches when working with those coaches' athletes. 

Costs associated with the Criminal Records check are covered by 
the Division.  Ask your school contact for the forms. 
 

If you are unsure about eligibility requirements please contact your 
school principal. 
 

Refer to the MHSAA recruiting guidelines. 
PLAYER SELECTION Coaches should meet with athletes who do not make the team to 

provide feedback on areas he/she might improve upon.  The coach 
(es) should evaluate not only skill but also potential for 
development, attitude, reliability, work ethic, academic 
achievement, coachability, and any other relevant qualities before 
making a decision on the team roster. 

This practice provides athletes and parents with a better 
understanding regarding player selection and gives athletes 
specific feedback on what they can do to improve the next time 
they try- out. 

CONFIDENTIALITY Clarify and implement measures to protect confidential 
information (e.g., restricting access to confidential records). 
Exercise discretion in recording and communicating information to 
avoid disclosure and to prevent this information from being 
interpreted or used to the detriment of others. 
 

Once the season is completed, all student information that was 
collected should be returned to the school for appropriate 
processing. 

Every effort needs to be made to safeguard personal student 
information under PHIA (Personal Health Information Act) and 
FIPPA (Freedom of Information and Protection of Privacy Act).  
Always get consent from the athlete prior to sharing their 
information with others.  Casual conversations with peers or other 
coaches about athletes should never include confidential   
information. 
 

PERSONAL STANDARDS 
 

Strive to achieve higher levels of coaching competence through 
proper training.  Keep current with relevant sport information 
including (rules, skill development, teaching and coaching 
strategies, etc.) 
 

Be willing to exchange knowledge and experiences with 
colleagues, athletes and students by being a participant, course 
facilitator or course conductor. 

See your school contact person to discuss opportunities to attend 
coaching clinics or workshops. Ask permission to attend other 
coach's practices. Look for online coaching resources. 
 

Part of your role as a coach is to collaborate with others, learn 
from others and give back to the sport by teaching and positively 
influencing inexperienced coaches. 
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SELF Know and accept the limits of personal knowledge and abilities; 
assume only those responsibilities that you are prepared for. 
 

Recognize and address harmful behaviours (e.g., drug and alcohol 
addiction, physical and mental abuse, misuse of power/authority) 
by engaging in self-care activities that help to avoid conditions 
(e.g., burnout, addictions) that could result in impaired judgment. 
 

Support the efforts of officials and minor officials. They are 
necessary for the game. 

When issues arise that may be affected by school or divisional 
policy/practice it is best to seek advice from a school principal. 
 

Project an image that reflects positive health and professionalism. 
 

Take the time to thank them for their contribution to the contest. 
 

ATHLETE’S INTEREST  
(COMMUNICATION) 

Coach in a way that consistently benefits and supports athletes. 
Some coaching behaviours and actions that produce benefits for 
athletes are also capable of being harmful. 
 
Be aware of significant pressures in athletes' lives that could affect 
participation (e.g., school, family and financial pressures) and 
coach in a manner that fosters positive life experiences. 
 
Consider an athlete's future health and well- being as foremost 
when making decisions about an injured athlete's ability to 
continue play or return to play after an injury. 
 
Health practitioners are the people qualified to diagnose, 
recommend treatment and manage an athlete's injuries. Complete 
and submit to the school office the required injury report (i.e. 
student accident report) 
 
A coach must not condone or promote the use of alcohol, tobacco, 
or performance enhancing substances for any reason and actively 
support athletes' efforts to be drug-free. 

A coach should consider their players' future health and well-being 
a priority. All actions should support the health (i.e. physical, 
mental, emotional and social) and welfare of the athlete. 
 
Take the time to meet with players individually throughout the 
season to see how things are going, and to find ways of improving 
their situations. 
 
It is the responsibility of the coach to provide first aid assistance 
and/or direct the athlete to seek additional health care as 
required. Coaches are not equipped to make medical diagnoses. 
Injured athletes should not return to play without medical 
clearance unless the injury is obviously minor. It is also appropriate 
for coaches to contact the family to inquire about the athlete's 
injury status. 
 
If you suspect use, follow school policy and notify the school 
administration. 
 

SEXUAL Coaching relationships have inherent power that can be misused. 
Avoid sexual contact of any kind with athletes. Avoid situations 
that could place you or the athlete in a vulnerable or 
compromising position (e.g., talking with an athlete alone and 
behind closed doors, giving an athlete a ride home). 
 
A coach must abstain from the engagement in sexually oriented 
comments, anecdotes, gestures or touching, and refuse to tolerate 
it in others. A disclosure of such abuse must be reported to school 
authorities. 
 
A coach must abstain from the use of power or authority in an 
attempt to force an athlete to engage in or tolerate sexual activity, 
and refuse to tolerate in others. A disclosure of such abuse must 
be reported to school authorities. 

Sexual harassment consists of unwelcome sexual advances, 
requests for sexual favors and other verbal or physical conduct of a 
sexual nature and can occur separately or be a part of abuse. 
 
Romantic and/or sexual relationships between coaches and 
athletes are regarded as an abuse of professional ethics, status and 
power and will never be tolerated. 
 
Discovery of any sexual harassment or exploitation by a coach will 
result in an immediate and severe response (e.g., dismissal, legal 
action). 
 
 
 

ATHLETE’S INTEREST  
(ENVIRONMENT) 

It is the coach's responsibility to ensure that athletes train and 
perform in safe settings and provide safe equipment for the 
participants before each practice or game. 
 

Refrain from practicing or competing in unsafe or inappropriate 
situations that compromise the health and safety of athletes. 

The playing area should be clean and free of any loose objects. 
Padding placed in areas where collisions could occur.  Damaged 
equipment should be removed from use. 
 

Some examples include but are not limited to: inadequate lighting, 
extreme weather or temperature, hostile/violent spectators. 

ATHLETE’S INTEREST 
(PLAYING TIME) 

Make a conscious effort to play all team members for as much 
time as is practical. There are many factors that may affect playing 
time. These factors should be identified and clearly communicated 
to the athletes and parents at the outset.  At all levels, the coach 
shall make every effort to give every player playing time. 
 

Coaches should be available for questions from athletes or parents 
about playing time. Parents should be encouraged to refrain from 
speaking to a coach about concerns for at least 24 hours after a 
game. 

Athletes try out for teams to improve as players and to be a part of 
a team. Having a significant opportunity to play fulfills these 
desires. When a player's playing time is affected, all efforts need to 
be made to make the athlete and parents aware of the reasons 
and include ways to improve the circumstances. 
 

On-going feedback regarding a player's development and a 
willingness to discuss issues and concerns are important to 
maintaining open lines of communication. 

PLAYER DEVELOPMENT Physical activity for fun and fitness is an important goal of sport 
involvement and should never be used as a punishment. 
 

Prepare athletes systematically and progressively for competition. 
Ensure that activities (e.g., drills, exercises, timelines, and practice 
schedules) are suitable for the age, experience, physical ability, 
and emotional state of the athlete. 
 

Encourage and facilitate players' abilities to be responsible for 
their own behaviour, performance, and decisions. 
 

It is appropriate to provide opportunities for proper training and 
conditioning but should never be perceived as punishment. 
 

A coach should monitor the physical and emotional states of the 
athletes and address any irregularities. Refrain from using training 
methods or techniques that may harm athletes and monitor 
innovative approaches with care. The use of some advanced drills 
or training methods may not be suitable for younger athletes. 
 

Make athletes aware of their responsibilities to the safety of self 
and others while participating in sports. 
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RESPECT IN COACHING 

The principle of respect in coaching addresses the manner in which a coach interacts with all participants in sport. The Swan 
Valley School Division believes that everyone has value and is therefore worthy of respect. 

Respect is the way one chooses to respond to individuals or situations. It is similar to The Golden Rule, which is treating other 
people the same way you would like to be treated. Respectful coaches demonstrate respect for themselves, for their fellow 
coaches, for their athletes, for officials and for their sport. They are courteous and conduct themselves with dignity. 

A coach should encourage a climate of dignity, respect, and mutual support among all participants in sports. A coach should 
promote and encourage his/her athletes to respect one another and to expect respect for their worth as individuals. One way to 
accomplish this is to use language that conveys respect for the dignity of others (e.g., gender-neutral terms) in written and 
verbal communications and avoid language that is demeaning or derogatory, even if it is not intended to be that way. 

An atmosphere of respect builds self-confidence. It makes athletes feel better, so when they play, avoid making negative 
comments about them, other athletes, the officials, or even yourself. 

Respect in coaching means that a coach: 

1. Treats everyone involved respectfully regardless of gender, race, athletic potential, sexual orientation, religion, 
socioeconomic status, or any other conditions; 

2. Values and promotes the rights of all participants. This includes but is not limited to the right to privacy; the right 
to informed participation; shared decision-making in matters that directly affect them; and the right to just 
treatment; 

3. Interacts with others in a way that maintains everyone's dignity; and 

4. Creates a climate that is mutually supportive of fellow coaches, officials, athletes and their family members. 

The principle of respect in coaching adheres to the following ethical benchmarks: 

KEY WORD ETHICAL BENCHMARK ADDITIONAL INFORMATION/EXPLANATION 
SELF Accept both the letter and the spirit of the rules that define 

and govern sports. It is unacceptable for any coach to bend 
or break the rules of the game to gain an advantage. 
 
Do not engage publicly in put-downs (e.g., statements, 
conversations, jokes, media reports) of others in sport. 

A coach has a significant influence on overall player 
development which includes both skills and attitudes. 
Encourage and model honourable intentions. 
 
Avoid ridiculing or making derogatory remarks about 
others. 

COACHES/OFFICIALS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All coaches must demonstrate respect for school staff and 
programs through cooperation, communication and 
encouragement of multi- sport athletes. 
 
Respect the areas of expertise, experience and insights of 
others in sport by considering carefully their opinions. 
 
Act toward other coaches/officials in a manner 
characterized by courtesy, good faith and respect. 
 
Use discretion when resolving conflicts (i.e., deal with 
differences of opinion constructively on a personal basis 
and refer more serious disputes to appropriate bodies). 
 
A coach should develop a positive rapport with the coaches 
and officials, before, during and after the contest. Winning 
or losing should not alter a coach's demeanor or attitude 
towards others. 
 
Accept the role of officials in ensuring that competitions 
are conducted fairly and according to established rules. 
Respect the official's judgment. DO NOT question any 
decision by words or actions. 

All school activities and programs are considered valuable 
opportunities and should be supported by all. 
 
Avoid actions or words that may cause opponents or 
officials humiliation or embarrassment (e.g., run up the 
score, verbally abuse/assault another coach or team). This 
includes derogatory remarks when talking with others. 
 
It is never acceptable for a coach to yell at or berate 
another coach or game official. Concerns or issues should 
be calmly addressed with the individual first with a follow-
up communication to the appropriate authority or 
organization. This is often best handled through your 
school administrator. 
 
It is better to request an explanation for a call rather than 
arguing the call. There is always a reason for the referee 
making the call. 
 



SVRSS COACHES HANDBOOK   14 

PLAYERS 
 

Coaches should model, promote, and encourage good 
sportsmanship and fair play. They should also act 
appropriately on demonstrations of poor sportsmanship. 
 
Demonstrate respect for the other team and officials by 
participating in the post game congratulations with both 
the opposition and officials. 
 
Act to prevent or correct practices that are unjust and 
discriminatory. Contribute to equity through appropriate 
modeling of words or actions. All participants must be 
treated equally. 
 
Provide feedback to athletes and other participants in a 
caring and sensitive manner (i.e., focus criticism on the 
performance rather than on the athlete). Comments to 
players during games and practices should focus on 
identifying errors and providing ways of correcting them. 
 
Actively encourage athletes and other participants to 
uphold the rules of the sport and the spirit of such rules. 
Encourage other coaches, when appropriate, to coach 
responsibly. 
 
Respect athletes as autonomous individuals and refrain 
from intervening inappropriately in personal affairs that are 
outside the generally accepted jurisdiction of a coach. 
 
Give athletes the opportunity to discuss, contribute to and 
agree with proposals for training and for performance 
standards. 
 
Overly aggressive play and violent behaviour outside the 
rules of play or spirit of the game requires an immediate 
response to protect athletes, officials and coaches. 

Privately address issues of inappropriate and 
unsportsmanlike athlete behaviours firmly but respectfully. 
Do not subject an athlete to a public reprimand. 
 
All players must be encouraged to participate in post game 
rituals (e.g., handshake) that support the spirit of 
competition. 
 
Keep informed on current issues related to equity (e.g., 
gender equity). Refrain from practicing, condoning, 
ignoring, facilitating or collaborating with any form of 
unjust discrimination. 
 
Avoid making gestures or demonstrating behaviours that 
exemplify anger or frustration (e.g., throwing things, hands 
in the air). Remain calm, controlled and positive when 
coaching players. Your voice should convey support and 
enthusiasm not anger or condemnation. 
 
Athletes involved in team goal setting and decision-making 
have a greater ownership for the season's results. 
 
A coach must ensure that athletes are not trying to injure 
or "take out" opposing players and that they understand 
that this is cheating and not part of the game. These 
actions undermine the purpose of sport. 
 

PARTICIPANTS A coach must deal with all forms of verbal abuse directed 
at participants (e.g., swearing at players, fans, referees, 
etc). Verbal abuse must also be reported to the appropriate 
school personnel. 

The Division is committed to working towards the provision 
of a safe learning community, and will always respond to 
situations that threaten or violate the physical and 
emotional safety of those in its care. 
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INTEGRITY IN COACHING 

Integrity in coaching simply means to unwaveringly adhere to a moral and ethical code. Acting with integrity requires conscious 
knowledge of one’s own character, feelings, motives and desires, and how they influence the interactions with others. A coach 
should maintain the highest standards of personal conduct and project a favorable image of the sport and of coaching. In other 
words, integrity is a character trait that is a positive reflection of oneself. 

A coach who is self-aware is able to evaluate how personal experiences, attitudes, beliefs, values, socioeconomic status, sexual 
orientation, individual differences and stresses influence their actions. A coach should integrate this awareness into all efforts to 
be neutral and unbiased and act in ways that benefit and do not harm others. 

The mark of coaches who have high integrity is that they always do the highest quality of work that is done with the best 
intentions. People with high integrity realize that everything they do is a statement about who they are as a person. 

Integrity is manifested in the courage to adhere to universal values (i.e., trustworthiness, respect, responsibility, fairness, caring, 
citizenship). Coaching with integrity means "standing your ground" and staying true to yourself and your beliefs. A person with 
integrity has the courage to choose what is right and stand by that choice, regardless of the potential outcome. 

In applying the principle of integrity in coaching, coaches would adhere to the following ethical standards: 

KEY WORD ETHICAL BENCHMARK ADDITIONAL INFORMATION/EXPLANATION 
PERSONAL CONDUCT When in the role of coach, strive to be fully present, physically and 

mentally, in the performance of coaching duties. 
 
Encourage athletes and other participants to develop and maintain 
integrity in their relationships with others. 
 
All verbal and written promises and commitments should be 
honored. 
 
Be discreet in conversations about athletes, coaches or other 
participants in sport. 
 
Do not exploit any relationship established as a coach to further 
personal interests at the expense of the best interests of your 
athletes or other participants. 

When coaching your focus should be entirely on the players and 
what they are doing. Your duty and obligation at this time is to 
improve individual and team play. 
 
Gaining trust is grounded in following through with any promises 
or commitments being offered to the athletes. 
 
Keep your comments and opinions about others above reproach. 
 
If concerned, please discuss with the school administration. 
 

PHILOSOPHY All coaches will integrate personal philosophies with those of the 
Swan Valley School Division vision of extracurricular athletics. 
 
Coaching emphasis should be on the quality of the effort and not 
the outcome of the game. The focus for any sport season should 
be on individual and team development and not on having a 
"winning season" even though winning may take on greater 
meaning at higher levels (i.e. varsity). 

Winning is an outcome resulting from hard work and proper 
preparation. If the focus is on improving the ability to apply skills 
and strategies, winning will then take care of itself. 
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Statutory Definition of Personal Health Information 

 

"Personal health information" means recorded information about an identifiable individual that relates to: 

 

a) the individual's health, or health care history, including genetic information about the 
individual, 

b) the provision of health care to the individual, or 
c) payment for health care provided to the individual, 

 

And includes: 

 

d) the PHIN and any other identifying number, symbol or particular assigned to an individual, and 
e) Any identifying information about the individual that is collected in the course of, and is 

incidental to, the provision of health care or payment for health care. 
 

"Health care" means any care, service or procedure: 

 

a) provided to diagnose, treat or maintain an individual's physical or mental condition, 
b) provided to prevent disease or injury or promote health, or 
c) that affects the structure or a function of the body, 

 

 

And includes the sale or dispensing of a drug, device, equipment or other item pursuant to a prescription. 

 

"PHIN" means the personal health identification number assigned to an individual by the minister to 
uniquely identify the individual for health care purposes. 
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SVRSS School Identifier: Consent to Participate and Medical Information Form 

CONFIDENTIALITY 

This information is strictly confidential and is intended for use in the case of an emergency. This information will 
be returned to the school following the season for proper disposal.  No Copies shall be kept. 

Part 1: General Information 

I, ____________________________________, give my child ____________________________________ 
      (parent/guardian name)             (participant’s name) 

permission to participate in the <sport> activities for the ___________ season. 
         (school year) 

 

Age: ________    Birth date: ___________________                            
               (day/month/year) 

Address:   ___________________________________ 
       ___________________________________ 
      ___________________________________ 
 

Home Phone:  ___________________________________ 

Alternate Phone: ___________________________________ 

 

Alternate Contact: ___________________________________ 

Phone Number: ___________________________________  

Part 2: Medical Information 

Manitoba Medical #: ____________________________ ___________________ 
     (9 digit)                                          (6 digit)                       

Allergies:  _____________________________________________________________________ 
Medication:  _____________________________________________________________________ 
Medical Conditions: _____________________________________________________________________                                                       
 
Previous Injuries to be concerned about: (i.e. head injury)  
_______________________________________________________________________________________
_______________________________________________________________________________________ 
 
 

_________________________________  ______________________ 
(Parent/Guardian Signature)        (Date) 
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SVSD ADMINISTRATIVE PROCEDURE POLICY 117:  SCHOOL VOLUNTEERS 

 
Swan Valley School Division    Administrative Procedure Manual 
Ready to Succeed             School Administration 

 School Volunteers  AP: 117 
SCHOOL VOLUNTEERS 

The Swan Valley School Division recognizes that volunteers make a valued and necessary contribution to the 
Division’s commitment to providing and extending safe  educational opportunities for students. The 
participation of parents and community members in school related activities shall be administered and 
supervised by the principal in accordance with board policy. 

This administrative procedure is prepared with the understanding that volunteers present themselves to provide a 
valuable service, accepted and continued at the discretion of the principal. The volunteer-school relationship is 
similar to that between the school and a member of the public. 

Supervision of Volunteers 
The school principal shall supervise the involvement of volunteers. These supervisory  responsibilities shall include: 

- assessing the needs of the school and identifying responsibilities where volunteer assistance is 
required; 

- selecting volunteers whose skills and experience are appropriate for the tasks  to be assigned. 

- providing volunteers with orientation sessions to familiarize them with the operation and 
expectations of the school and 

- ensuring that the volunteers are provided with appropriate and sufficient staff   supervision. 

Standards/Requirements for Volunteer Involvement 

The following sections describe standards/requirements for volunteer involvement. 

Child Abuse and Criminal Record Checks 

A principal shall require a child abuse registry and criminal record check for all volunteers who will: 

- have direct contact with students without regular and frequent staff supervision. 

- serve as a chaperone for a school sponsored athletic or out-of-school activity. 

- Child Abuse and Criminal Reference checks are to be completed at the time an  individual begins to 
serve as an SVSD volunteer and are to be renewed every three years following. 

- a central registry of completed Child Abuse and Criminal Reference checks for SVSD volunteers will be 
kept. 

Orientation 
The school principal (or designate) shall plan and direct school orientation sessions at the commencement of 
each school year or at any other time during the school year that the new volunteers begin working in the school. 

The purpose of the orientation sessions shall be to: 

- familiarize the volunteers with the operation of the school. 

- define, for the volunteers, the expectations the school has of them while they are assuming their 
responsibilities including confidentiality. 
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The orientation shall include but not be limited to: 

- school and board policy on volunteer involvement. 

- the location and accessibility to school facilities. 

- relevant administrative details. 

- interaction with students who are family members. 

- the use, provision and/or purchase of instructional materials. 

- protocol for addressing concerns. 

Confidentiality 
Volunteers should understand that confidentiality is of the utmost importance. Discussion of student and staff 
matters outside of school is not appropriate. Volunteers are not to discuss student performance or other school 
situations with anyone other than the staff with whom they are working. 

Discipline 

Disciplining students is not the role of the volunteer. If a student’s behaviour is inappropriate, the matter should be 
brought to the attention of the student’s teacher. Volunteers must not intervene in any physical manner to 
discipline students. 

Volunteers must at all times maintain the necessary decorum to have the respect of the students with whom they 
are working. 

Supervision of Students 

If, during the supervision of students, immediate intervention is required to protect the safety of children, the 
principles of loco parentis (acting as a just and prudent parent) shall apply in that the volunteer will be supported 
in his/her actions provided such actions were with good intentions. 

Disclosure 

Volunteers should be made aware that if a disclosure is made to them regarding any form of abuse, it is required by 
law that this information be reported to the authorities. In most cases, the first step would be reporting the 
information to the principal. 

Hygienic Procedures 

Volunteers should be advised of the procedures to be used when caring for all individuals, whether they may 
or may not be affected with a communicable disease. 

Concerns 

Volunteers are advised that should they have a concern they have access to the Division’s process for 
handling concerns. 

Acknowledging Volunteer Contributions 

The principal shall maintain a list of volunteers with completed Child Abuse and Criminal Record Checks in each 
school year and forward this list to the Division Office annually. Schools are encouraged to acknowledge the 
contribution made by volunteers. 
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SVSD ADMINISTRATIVE PROCEDURE POLICY 102:  COACHES 

Swan Valley School Division    Administrative Procedure Manual 
Ready to Succeed             School Administration 

Coaches  AP: 102 
COACHES 

In the area of school sanctioned organized sports activities, the head coach will be a member of staff. The 
Principal will approve all coach selection and is responsible to ensure Divisional expectations with regards to 
coaches are communicated and then  realized. 

Expectations of coaches in charge or assisting school sanctioned sports shall include: 

1. Observing the Division Code of Conduct expectations of students representing  their schools. Coaches 
should be familiar with school expectations in that regard. Principals are expected to meet with coaches 
prior to the season and review expectations. 

Note: At SVRSS, each coach will receive a copy of the SVRSS Coaches’ Manual. 

2. Observing aims and code of ethics prescribed by MHSAA governance regulations if a MHSAA 
sanctioned sport. 

3. All coaches will be asked to provide evidence of a criminal record and child abuse registry checks. Division 
staff will have undergone that process at the time  of hiring and will not be required to repeat the process 
unless circumstances reveal a necessity to do so. 

 
SVSD ADMINISTRATIVE PROCEDURE POLICY 107:  FUNDRAISING 
 

Swan Valley School Division    Administrative Procedure Manual 
Ready to Succeed             School Administration 

Fundraising  AP: 107 
FUNDRAISING 

Participation in any fundraising activity shall be voluntary for pupils and staff. In Grades K - 6, all fundraising 
activities shall be restricted to school or student related projects, such as field trips, sports equipment, etc. Activities 
whose primary objective is to raise funds for charitable purposes will not be permitted in Grades K - 6. Fundraising 
for charity may be permitted on a restricted basis in Grades 7 - 12.  
 
An exception for fund raising projects, K-8, can be considered when such projects involve recycling efforts in 
schools.  
 
The principal should consider the following guidelines when approving, and in the administration of, any fundraising 
activities:  

1. A record should be available for the inspection by the Superintendent (of all approved fund raising 
(activities).  

2. Procedures should be established and implemented for the safekeeping and accounting of any monies.  
3. Fund raising activities should not infringe upon the educational program of the school.  
4. The community should not be over-canvassed for school enterprises. Planning should take into 

consideration that other community projects may be occurring.  
5. Pupils shall not be dismissed from regular school hours to take part in fund raising projects.  
6. All fundraising activities must conform to applicable town, municipal and provincial regulations. 
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SVSD ADMINISTRATIVE PROCEDURE POLICY 116:  SCHOOL TRIPS 

Swan Valley School Division    Administrative Procedure Manual 
Ready to Succeed             School Administration 

School Trips  AP: 116 
SCHOOL TRIPS 

 
 The Board of Trustees believes that the pursuit of meaningful learning experiences sometimes makes it 
advantageous to take students out of the school classroom environment. The Board approves athletic and out-of-
school educational experiences that are conducted in accordance with the guidelines set out in this Policy.  
All athletic and out-of-school experiences must be approved as indicated in the administrative procedures here 
outlined. School sponsored activities are those student experiences planned and supervised by Swan Valley School 
Division Staff. In support of this administrative procedure, an electronic SVSD School Trips Tool Kit is available at 
www.svsd.ca.  
 
Approval of field trips is dependent upon the learning benefits afforded students. Enhanced learning opportunities 
derived through participation in specific athletic and out-of-school experiences must be of sufficient educational 
value to warrant taking students away from scheduled classroom instruction. In the absence of a Principal or 
Superintendent, the respective administrative designate acts in his or her place.  
 
The Principal and/or Superintendent has the authority to request any additional information or to request that 
additional trip conditions be met prior to athletic or out-of-school experiences request approval. An application for 
an athletic or out-of-school experience, in and of itself, does not lead to approval of the request.  
 
1.0 GENERAL POLICY GUIDELINES  
 
1.1 Day Trips & Overnight Trips:  
Day Trips and Overnight Trips are approved programs and activities that take place beyond the school grounds and 
supplement the normal school or classroom education program. Such activities include interscholastic sports or 
athletic events, recreational activities and a variety of curriculum related, instructive and cultural experiences. These 
athletic and out-of-school experiences may take place in the local community, in other Manitoba and Canadian 
locations or in other countries. 
 
The Swan Valley School Division Board of Trustees recognizes the educational value of well-planned and supervised 
athletic trips and excursions. The Board is supportive of such athletic activities and believes that sport plays an 
integral role in a student’s education, providing an opportunity to build and demonstrate physical competency and 
character. Likewise, the Board recognizes that out-of-school curriculum related, instructive and cultural experiences 
can assist School Sponsored Athletic and Out-of- School Student Experiences in providing rich and broad educational 
experiences, thus enabling students to better assume a contributing role in society. Swan Valley School Division 
athletic and out-of-school experiences are offered to students who are enrolled and in attendance with the School 
Division at the time of the trip. 
  
1.2 Definitions:  
There are two categories of SVSD athletic and out-of-school experiences.  
 
1) Day Trips:  

o A trip which occurs off school grounds and occurs within regular school hours.  
o A trip which occurs off school grounds and is completed in one day or less.  
o A trip which occurs off school grounds and is completed in one day or less and involves travelling out of 

Manitoba into Saskatchewan.  
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2) Overnight Trips:  
o These trips include all athletic and out-of-school activities where students are away from home overnight. 

Often students are travelling outside the local region. Overnight excursions may include travel within 
Manitoba, as well as inter-provincial and international excursions.  

 
1.3 Planning:  
The Division recognizes the need to provide guidelines and procedures to assist staff with planning for athletic and 
out-of-school experiences. School personnel must refer to the following approved resource documents when 
planning and conducting excursions:  

o Safety Guidelines for Physical Activity in Manitoba Schools  
o YouthSafe Outdoors  
o YouthSafe Manitoba School Field Trip Resources  
o Planning Ski & Snowboarding Education Programs  

– A Reference Guide for Schools – MSBA, updated 2015  
o Hours of Service – Manitoba Infrastructure and Transportation 

All trips must comply with this administrative procedure and any other relevant SVSD Policy.  
 
In addition, staff must be aware of certain basic expectations when planning any student athletic and out-of-school 
educational experiences.  
 
Activities must be:  
o Appropriate to the age, developmental level and needs of the students.  
o Reasonable in terms of the overall school schedule and activities.  
o Supportive of students not participating in the activity.  
o Considerate of major school activities such as tests, examinations and report cards.  
o Well-planned and effectively implemented.  
o Based upon the informed consent of parents or guardians.  
o Reasonable in terms of costs for students and families.  
o Planned and conducted with the safety of students and staff always in mind.  
o Before any trip is undertaken staff must be aware of the definitions and planning requirements of this Policy. Any 

SVSD staff involved in planning athletic and/or out-of-school experience activities should be aware of the 
Manitoba Schools Insurance (MSI) coverage for Manitoba Public School Boards and the potential need for 
supplementary accident insurance for staff, student and volunteer participants. Transportation plans must comply 
with hours of service regulations as outlined in Hours of Service – Manitoba Infrastructure and Transportation.  
 

1.4 Approval Process and Procedures:  
Staff planning for athletic and out-of-school experiences are reminded that predicted educational benefits from the 
specific outing must be of sufficient value so as to warrant taking students away from regularly scheduled classroom 
instruction. The SVSD Athletic and Out-of-school Educational Experiences Checklist and the electronic SVSD 
Athletic and Out-of-School Experiences Tool Kit are to be referenced when planning and conducting excursions. 

1.5 Approval of the School Principal:  
o Walking field trip experiences require approval by the school principal. Requests must be received two weeks 

prior to the activity. 
 

o The Swan Valley School Division recognizes that valuable learning can take place outside the school building 
and off the school grounds but within walking distance of the school and, therefore, encourages teachers to 
make use of the total resources within a community to enhance the curriculum or co-curricular activities. 
Schools will advise parents of any planned walking field trips and parent permission will be sought on a term 
by term, season by season or semester by semester basis.  
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1.6 Approval of the School Principal and Superintendent:  
Trips which require bus or alternate transportation, and/or are of higher risk require approval by the School 
Principal and Superintendent. Requests must be received three weeks prior to the activity. 
 

o A parent/guardian must consent, in writing, to participation of the student. Such consent does not, in any 
way, amount to a waiver of claim or relieve anyone of any legal liability. It does, however, give the 
parent/guardian an opportunity to draw to the attention of the supervising teacher any individual limitations 
a child may possess, of which the teacher might not otherwise be aware. The Swan Valley School Division 
consent and waiver form will be used for this purpose.  

o Examples of trips requiring approval of the Principal and Superintendent may include but are not limited to: 
low risk overnight athletic and out-of-school trip experiences, out of province to Saskatchewan overnight 
athletic and out-of-school excursions, cultural activities or school presentation/assemblies, or higher risk local 
excursions such as a trip to the local swimming pool.  

o If dates and times of similar events are known, one permission form may be used for that activity.  
o Downhill skiing/snowboarding will require a separate registration/consent form for each trip (Planning Ski & 

Snowboarding Education Programs – A Reference Guide for Schools – MSBA, updated 2015).  
o Where an activity is viewed as somewhat out of the ordinary, a parent/guardian must be advised of the 

general nature of the activity and some indication given of the foreseeable risks. An example of this type of 
situation would be where Grade 4 children were being considering as participants in an overnight 
experience or an intermediate camping trip. This advisement can best be achieved through an informative 
meeting with student households involved in the program. The teacher in charge, as well as school 
administration should discuss if there is a need for a meeting and/or information to be shared. The SVSD 
Athletic and Out-of-school Educational Experiences Checklist is helpful in making these decisions. 
 

1.7 Approval of Principal, Superintendent, and Board of Trustees:  
o Activities which involve travel to Provinces other than Saskatchewan  
o all international travel, and  
o all elevated risk activities regardless of their location require approval from the Principal, Superintendent and 

the Board of Trustees.  
o Refer to the following resource documents when determining inherent risk:  
o Safety Guidelines for Physical Activity in Manitoba Schools YouthSafe Outdoors  
o Youth Safe Manitoba School Field Trip Resources  
o Planning Ski & Snowboarding Education Programs, A Reference Guide for Schools – MSBA, updated 2015  
o Travel and elevated risk activities in this category include but are not limited to, an exchange trip to Quebec, 

a school band performance tour in the United States, or an overnight science expedition to study 
geomorphology in a relatively remote wilderness area, a three-day cross-country ski tour in a provincial park 
area, or overnight camping excursions involving canoe or kayaking activities. 
 

2.0 GUIDELINES FOR CHAPERONES  
In addition to SVSD staff supervisors, athletic and out-of-school experience activities may require the assistance of 
volunteer chaperons. The Swan Valley School Division acknowledges the positive and necessary role that 
chaperones play. 
  
The following guidelines are intended to clarify the general duties and responsibilities of chaperones. 

o The supervisor of the activity is an SVSD staff person, generally a teacher. Chaperones are expected to 
provide assistance by carrying out assignments and following directions provided by this supervisor.  

o Chaperons are expected to abide by all SVSD School and Division Policies.  
o Volunteer participation is governed by SVSD Administrative Procedure on Volunteers.  
o During any athletic or out-of-school student experience, the supervisor and the chaperones are on call at all 

times and must be prepared to respond appropriately to whatever situation may arise.  
o Supervisors and chaperones shall ensure the safety of students by providing a standard of care consistent 

with that of a reasonable parent and appropriate to the student’s age and nature of the activity.  
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o Chaperones must provide confirmation of clear child abuse and criminal record checks prior to serving.  
o Chaperones may be required to have appropriate training for an activity. An example might be first aid 

training for some outdoor wilderness activities.  
o All non-division employee volunteer coaches are also required to provide police and vulnerable sector, child 

abuse checks to the appropriate School Principal.  
o Chaperones are expected to be available to supervise students from point of departure (at the school) to 

point of return (at the school or pre-approved drop-off location).  
o Because staff supervisors and chaperones are expected to supervise the students on the trip and to be on 

call at all times, no additional children or guests connected to the supervisors or chaperones are allowed 
unless specifically approved by the School Principal for a particular activity.  

o Staff supervisors and chaperones will not normally share hotel rooms with any travelling students. 
Supervisors and chaperones are able to share accommodations such as hostels, dormitories and school 
gyms should it be required and appropriate for supervision. 
 

3:0 VEHICLE TRAVEL  
3.1 Recommended Mode of Student Transport, SVSD School Bus:  

o A divisional school bus is recommended for all field trips requiring transportation where student 
participation numbers warrant.  

o Rosters of students traveling on buses must be prepared and used for attendance purposes.  
o A list of students traveling on each bus must be filed with the school office and bus garage.  
o Where more than one bus is used, students must travel on the same bus at all times during the excursion.  
o Operation of the bus must comply with Hours of Service – Manitoba Infrastructure and Transportation.  

 
3.2 SVSD 15 Passenger Van:  

o The fifteen passenger van is available for school sponsored student athletic and out-of-school experiences.  
o A Class 4, 3, 2 or 1 Manitoba Driver’s License is required to operate the fifteen passenger van.  
o Rosters of students traveling must be prepared and used for attendance purposes.  
o A list of students traveling must be filed with the school office prior to departure.  
o Operation of the SVSD Fifteen Passenger Van must comply with Hours of Service – Manitoba Infrastructure 

and Transportation.  
 
3.3 SVSD 7 Passenger Van:  

o The seven passenger van is available for school sponsored student athletic and out-of-school experiences. 
o Rosters of students traveling must be prepared and used for attendance purposes.  
o A list of students traveling in each van must be filed with the school office.  
o Where more than one van is used, students must travel in the van designated to them by the trip supervisor 

at all times during the excursion.  
o Operation of the SVSD Seven Passenger Van must comply with Hours of Service – Manitoba Infrastructure 

and Transportation.  
 

3.4 Use of Private Vehicles to Transport Students:  
o Where a private vehicle is the chosen method of transportation, the school office must be provided with a 

list of students and adults traveling.  
o This is to be done on a trip-by-trip basis.  
o Vehicles used must be properly licensed and insured with a copy of the driver’s license and registration filed 

with the school office.  
o Details of the trip and the itinerary must be filed in the school office prior to departure.  
o A volunteer adult or staff will be authorized to drive.  
o The driver must have $2,000,000 liability insurance and “all purpose” insurance.  
o Trip specific parental/guardian written and signed permission authorizing a student to be transported by 

private vehicle must be obtained prior to departure.  
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o With trip specific written and signed parental/guardian permission, students may transport themselves 
using a private vehicle to and from school sponsored athletic and out-of-school activities.  

o Students are not to transport passengers.  
o Operation of private vehicles must comply with Hours of Service – Manitoba Infrastructure and 

Transportation. 
 
3.5 Releasing Students from Trip Participation:  

o At the conclusion of an athletic or out-of-school excursion:  
o Students will be dropped off at the predetermined end of activity location and released from the 

supervision of the activity as outlined in the completed parent/guardian permission communication.  
o In extenuating circumstances, students may be dropped off and released from supervision at an alternative 

predetermined location if the parent or guardian has provided written instructions to the supervisor listing 
the alternative location and the person to whom the student is to be released. These instructions may be 
delivered to the trip supervisor electronically.  

o In the event that the receiving adult as outlined in the special written instructions is not present at the 
identified alternative drop off location, the student will be transported to the predetermined end of activity 
location as outlined in the completed parent/guardian athletic or out-of-school experience permission 
communication. Further parental/guardian communication will be necessary prior to releasing the student.  

 
4:0 PARENT/GUARDIAN PERMISSION/INFORMATION FOR ATHLETICS  
4.1 Signed Consent:  

o Signed parent/guardian consent must be obtained prior to the start of the athletic season.  
 
4.2 Informed Consent:  

o A letter of informed consent must be signed for all athletic trips which require bus or alternate 
transportation and/or of higher risk.  

o In the case of trips with repeated visits or repeated activities one permission form and informed consent 
may be received prior to departure provided all details regarding the out-of-school activities are included in 
the communication to parents/guardians. For example, a sport season, a middle year’s basketball 
tournament, a high school soccer season. 

 
4.3 Relevant Information:  

o All relevant information is to be included with the permission form including but not limited to information 
related to the needs of participating students with life-threatening allergies, the potential cancellation of a 
trip, risk management procedures and all applicable liabilities.  

 
4.4 Electronic Communication of Consent:  

o If circumstances dictate, signed parent/guardianship permission may be obtained by the supervisor 
electronically.  

 
5:0 PARENT/GUARDIAN PERMISSION/INFORMATION FOR OUT-OF-SCHOOL EXPERIENCES  
5.1 Signed Consent:  

o A parent/guardian must consent, in writing, to participation of the student.  
 
5.2 Informed Consent:  

o A letter of informed consent must be signed for all out-of-school experiences which require bus or alternate 
transportation and/or of higher risk.  

o In the case of trips with repeated visits or repeated activities one permission form and informed consent 
may be received prior to departure provided all details regarding the out-of-school activities are included in 
the communication to parents/guardians.  

 
 



 

SVRSS COACHES HANDBOOK   28 

5.3 Relevant Information:  
o All relevant information is to be included with the permission form including but not limited to information 

related to the needs of participating students with life-threatening allergies, the potential cancellation of a 
trip, risk management procedures and all applicable liabilities. 

 
5.4 Electronic Communication of Consent:  

o If circumstances dictate, signed parent/guardianship permission may be obtained by the supervisor 
electronically.  

 
6.0 SUPERVISION AND SAFETY  
6.1 Reference Documents:  

o Safety Guidelines for Physical Activity in Manitoba Schools  
o YouthSafe Outdoors  
o YouthSafe Manitoba School Field Trip Resources  
o Planning Ski & Snowboarding Education Programs  

– A Reference Guide for Schools – MSBA, updated 2015  
 
6.2 Supervision of Participating Students:  

o The student/adult ratio is to be determined based on the age of the students and the nature of the activity. 
See recommendations from the “Safety Guidelines for MB Schools” document (Aquatics and Outdoor 
Education activities refer to Youthsafe document).  

o Ratios for specialized trips are as per the attached “Activities of Higher Risk” guidelines which are based on 
the YouthSafe Supervision Ratio Calculation Tool.  

o School administration and supervising teachers may choose to provide additional supervision based on the 
composition of the group going on the trip.  

o A spouse of a supervising teacher may become a volunteer member of the supervisory team provided all 
requirements for becoming a volunteer chaperone are met.  

o Children belonging to the members of the supervisory team may not attend unless they are bona fide 
members of the sponsoring school or unless specifically approved by the School Principal for a particular 
activity. 

o The supervising teacher is responsible for informing members of the supervisory team of their duties and 
reviewing standards of conduct with students.  

o Any athletic or out-of-school experience trip must include enough supervision to allow a supervisor to 
attend with a student or students should they require emergency assistance or be in need of returning 
home prior to the completion of the activity.  

o Where the gender of the supervising teacher differs from the gender of the group members, at least one 
additional supervisor will be required matching the gender of the group. Mixed groups going on overnight 
trips require both male and female chaperones.  

o Staff supervisors and chaperones will not normally share hotel rooms with any travelling students. 
Supervisors and chaperones are able to share accommodations such as hostels, dormitories and school 
gyms should it be required and appropriate for supervision.  

o All field trips require a first aid kit. Parents and Teachers must ensure that special equipment if required by 
children with allergies (i.e. auto injectors, inhalers, etc.) is taken on the trip. (Please reference Policies 10.38 
& 10.39 of the Swan Valley School Division Policy manual.) URIS plans should be taken by the 
teacher/supervisor.  

o Students are not allowed to leave the field trip unless prior written arrangements have been made between 
the parents/guardians and the trip supervisor.  

 
7.0 NON-PARTICIPANT STUDENTS  

o Students not participating in athletic and/or out-of-school experience trips are expected to attend school. 
Meaningful educational experiences shall be provided for remaining students. 
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8.0 ATHLETIC AND OUT-OF-SCHOOL TRIP CONTINUUM AND RELATED STUDENT INVOLVEMENT  
o All students are permitted to participate in appropriately planned and implemented athletic and out-of-school 

experiences only as outlined in this Policy.  
o Junior-Kindergarten to Grade 4 students will be permitted to participate in day trips only.  
o Middle years pupils, Grades 5 through 8 will be allowed to participate in Provincial and regional Saskatchewan 

excursions.  
o Grades 9 to 12 trips are unrestricted when planned and approved within these guidelines.  
o When circumstances are exceptional an athletic or out-of-school experience trip application can be made 

through the School Principal to the superintendent.  
 
9.0 OVERNIGHT TRIPS FOR OUT-OF-SCHOOL EXPERIENCES  
9.1 Notice of Intent for Overnight Out-of-School Experiences (non-athletic):  

o Notice of Intent forms (see attached) signed by both the principal and staff coordinator must be submitted to 
the Superintendent – program as follows:  

o International trips (1 years notice – trip approved in principle);  
o Provincial or national travel (recommended three months’ notice), however, timelines may be adjusted under 

exceptional circumstances.  
 
9.2 Content of Notice of Intent for Overnight Trips:  
o The plan to include:  

i. Nature of trip  
ii. Educational justification including plans for preparation and follow-up  

iii. Location/Itinerary 
iv. Attendees (number and grade level)  
v. Dates  

vi. List of high-risk activities  
vii. Transportation plans  

viii. Financial plans  
ix. Level of supervision (ratio)  
x. Parental involvement and consent  

 
9.3 Overnight Out-of-School Experiences Final Plans:  
o Final plans for the Overnight Trip are to be submitted to the Superintendent six weeks prior to departure.  
o The plan to include:  

i. Purpose/Objectives  
ii. Schedule of activities  

iii. Departure and arrival date and times  
iv. Final number of students and participation roster  
v. Number, qualifications and names of adult supervisors and staff members  

vi. Parental involvement  
vii. Risk management plan  

viii. Medical information about students  
ix. Medical insurance information  
x. Detailed financial information  

 
9.4 Cancellation Guidelines  

o All plans to travel must be with the full endorsement of parents/legal guardians of the students involved. 
o Cancellation by the Division would be a possibility in situations where travel is deemed unsafe by the 

Division or legal authority.  
o All international overnight trips require the purchase of insurance to cover the possibility of an emergency 

return.  
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o These guidelines should be carefully considered by staff and thoroughly reviewed with parents/guardians.  
o Parents/Guardians and students must sign a “Letter of Informed Consent” prior to departure on an 

extended excursion. This includes parents/guardians of students who are 18 years and older.  
o In the event of the need to cancel the trip, the Division would not be held liable.  

 
It is the responsibility of the administration and staff involved with the extended field trip to ensure that parents are 
fully informed of these provisions.  
 
10.0 CODE OF CONDUCT  
10.1 Communication:  

o Schools will provide students, parents/guardians with copies of their Code of Conduct prior to a trip or at 
the start of season.  

o The Code of Conduct serves to establish the behaviors necessary to support a safe learning experience.  
o All students, staff and chaperons must behave in a respectful manner and comply with the school’s Code of 

Conduct.  
o The Code of Conduct applies at school and throughout all athletic and out-of-school experiences.  
o Students and parents/guardians will be required to either sign a conduct agreement that explains 

Unacceptable Behaviours or attend a parent meeting that explains the schools’ Code of Conduct. 
 
10.2 Disciplinary Action:  

o In the event that student dismissal, for disciplinary reasons, are necessary from a trip the teacher must work 
with the principal to develop what actions are necessary and taken.  

o In the event that an early return is necessary for a particular student these arrangements will be made at the 
expense of the parent/guardian.  

o A written report must be filed with the Superintendent outlining the details of the event/s and cause of 
dismissal.  

o Student dismissal from a trip is not a preferred course of action and will only be used in exceptional cases.  
 
11.0 RISK MANAGEMENT  
11.1 Extended Health Coverage:  

o For travel within Province, medical insurance is recommended.  
o Medical insurance is required for interprovincial and international travel. Contact MSBA for details related 

to medical and liability insurance coverage.  
o In the event of illness/injury while away, a supervising teacher or a chaperone designated by the teacher, 

will seek medical attention for the student and the student will remain in constant supervision by the 
teacher.  

o Student trip participation fees need to include the costs associated with the possible return of a supervisor 
in the case of an illness or injury.  

o A written advisement for volunteers as to limited coverage and the possible need to purchase additional 
insurance coverage for out of Manitoba travel.  

 
11.2 Limited and Extended Activities:  

o Special guidelines are outlined for activities of higher risk. See “Activities of Higher Risk Guidelines for Day & 
Overnight Trips”, which include but are not limited to downhill skiing, snowboarding and swimming, 
YouthSafe Manitoba School Field Trip Resources.  

o Parents/Guardians and students must sign an activity-specific “Letter of Informed Consent” prior to 
participating in activities of higher risk.  

o During a higher risk activity at least one supervisor must hold current First Aid and CPR training 
qualifications.  
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12.0 FUNDRAISING  
o Wherever possible, no student is denied the opportunity to participate in athletic and out-of-school 

experiences because of the inability to pay any fees assessed.  
o Fundraising is conducted in accordance with SVSD Policy.  
o The Board requires that when fundraising for athletic activities and out-of-school experiences, it be duly 

recorded, records be maintained and a financial statement be submitted to the Principal after the trip. 
Records should be such that they can be subject to audit. Records must show all disbursements and 
receipts.  

 
13.0 SUMMARY OF TIMELINES  
13.1 Day Trips:  

o All Day trip requests must be to administration at least two weeks before the planned event.  
o All Day trip requests must be to administration and superintendent at least three weeks before the planned 

event.  
 
13.2 Provincial/National Travel Outside of Manitoba and Saskatchewan:  

o All provincial travel to destinations other than Saskatchewan and all national travel requests must be to 
administration three months prior to the planned date of the event. 

o A school wishing to undertake planning for an extended athletic trip/excursion involving provincial or 
national travel must complete an “Out of School Activity” form. This form must be forwarded to the 
Superintendent’s Department NOT LESS THAN THREE MONTHS PRIOR TO THE PLANNED DATE OF THE 
EVENT. Such “Notice of Intent” must be co-signed by the Principal and the supervising teacher. The 
Superintendent’s Department prior to any further planning by the school will review the “Notice of Intent”.  

 
13.3 International Travel:  

o All international travel requests must be to administration twelve months prior to the planned date of the 
event.  

o A school wishing to undertake planning for an extended educational trip/excursion involving international 
travel must complete an “Out of School Activity” form. This form must be forwarded to the 
Superintendent’s Department NOT LESS THAN ONE YEAR PRIOR TO THE PLANNED DATE OF THE EVENT. 
Such “Notice of Intent” must be co-signed by the Principal and the supervising teacher. The 
Superintendent’s Department prior to any further planning by the school will review the “Notice of Intent” 
and may grant approval of the trip in principle.  

 
13.4 Exceptions to Above Timelines:  

o From time to time, a day trip or overnight trip may be permitted without conforming to the administrative 
procedures contained herein. Generally, such exceptions will be related to:  

o An invitation which may be extended to a school group, organization, class or team and which has not been 
extended within the time frame set forth.  

o A sponsoring group announcing a program-related activity at a date 
 
13.5 Completion of the Excursion:  

o A complete statement of revenues and disbursements related to an excursion must be available upon 
request within ninety days of the completion of the excursion.  
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SVSD Athletics and Out-of-School Experiences Checklist  
o Administrative process respected (e.g., proposal submitted to appropriate administrator in time to be 

considered)  
o Field trip accessibility/eligibility policy addressed (e.g., equal access; voluntary participation, if appropriate; 

alternative activity for non-participants)  
o Educational value of the trip is evident (e.g., goals, student learning outcomes, curricular connections)  
o Trip is appropriate for the students (e.g., age/grade, preparation and follow-up)  
o Duration of the trip is appropriate and can be accommodated in the school calendar  
o Destination or route adequately assessed (though pre-visit or other data collection) and appears appropriate  
o Itinerary and activities are outlined and fit the objectives  
o The group appears adequately prepared for trip (e.g., knowledge, skills, attitudes, fitness, clothing, 

equipment)  
o Communication with parents/guardians in planned and prepared  
o Information to be given to parents/guardians is appropriate for the type/duration of trip  
o Parent/Guardian information meeting date is planned, if holding one is appropriate for the trip (e.g., overnight 

trip). The decision regarding appropriateness of a parent/guardian meeting rests with the School Principal 
and consultation with the supervising teacher/staff.  

o Parent/Guardian consents to be collected (e.g., consent to attend, consent to secure medical treatment) 
o Relevant student health and medical information to be secured from parents  
o Additional insurance needs addressed, if relevant (e.g., out-of-province medical, hospital care) (contact 

MSBA)  
o Budget and financial arrangements appropriate  
o Transportation arrangements acceptable (type of vehicle and type of driver) and parental consent secured  
o Special needs issues are addressed  
o Number and gender(s) of supervisors and supervision plan are appropriate for group, activities and sites/areas  
o Plan to ensure all participants are clear re: behavioural expectations and consequences  
o If over-night, accommodations arrangements are acceptable (e.g., hygiene, security)  
o Leadership is competent to instruct/lead the particular group in the identified activity/ies and environment/s  
o Plan in place to brief supervisors re: trip purpose, logistics, roles/responsibilities, safety plan, emergency plan, 

etc.  
o Safety plan is appropriate (e.g., procedures for managing the key inherent risks for the activities, 

environments and participants.  
o Emergency plan is in place to deal with injured/ill/lost/stranded participant/s (e.g., training, kits, 

communication equipment, EMS access, backup transportation)  
o Confirmation of the presence of appropriate alternative contingency plan/s if the trip/part of the trip can’t 

happen  
o Destination contact and phone number (e.g., outdoor centre, camp, local authorities)  
o List of documents teacher will carry (e.g., trip plan, permits, passenger manifestos, medical conditions and 

emergency contacts of participants)  
o Office to receive copy of finalized trip plan, signed consent forms, passenger manifestos and names of no-

shows  
o Transportation Department receives needed information, including passenger manifestos  
o Is there an appropriate plan in place to evaluate the trip (e.g., criteria for success, process to evaluate)  
o Check SVSD School Sponsored Athletic and Out-of-School Student Experiences Toolkit  
o Other relevant information unique to the particular trip  
 
Specify:__________________________________________________________   
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MHSAA TRANSGENDER POLICY 
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KIDSPORT MANITOBA 

KidSport Manitoba raises funds through corporate donations, foundation grants, planned giving, and special events. 
Funds raised help offset the cost of participant registration fees for community-based sport programs. Funding is 
administered by Sport Manitoba's Regional Offices.  
 
Applications are accepted for children 18 and under, who are lacking the financial resources to participate in sport.  
 
Grants provide financial support for: 

o community programs 
o registration or membership fees, and/or 
o necessary equipment. 

 
Application deadlines 
 
The application deadline for all regions is the 15th of every month. Applications must be complete, including all 
required financial information and confirmation by a sport organization, to be considered for funding. 
 
If you are applying online, KidSport must receive email confirmation of registration from the sport organization on 
or before the 15th. Please factor in the additional time required for confirmation when submitting your application. 
 
For examples of the KidSport Application form see Appendix 13. 
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 APPENDIXES 

 
Forms necessary for the administration of an athletic season can be found in the Appendix.   
  
  Appendix 1 Student Athlete Teacher Feedback 

Appendix 2 Student-Athlete Code of Conduct & Parent Consent:  Athletic Participation 
Appendix 3 Facility Rental Permit Form 
Appendix 4 SVSD Volunteer/Presenter Declaration/Disclosure 
Appendix 5 Travel Requisition Form 
Appendix 6 Parent Travel Consent - 1 Day 
Appendix 7 School Funds Deposit Summary 
Appendix 8 Pre-Season Plan Form 
Appendix 9 School Sponsored Athletic & Out of School Experience Request Form 
Appendix 10 Parent Travel Consent – Season 
Appendix 11 Projected Budget – Sample 
Appendix 12 Fundraiser Request Form 
Appendix 13 MB KidSport Application 
Appendix 14 Student Accident Incident Report 
Appendix 15 Student, Non-Student & Employee Accident Incident Report 
Appendix 16 School Funds Expense Form 
Appendix 17 Tournament Information Sheet - Sample 
Appendix 18 Season Summary 
Appendix 19 SVRSS School Volunteer Checklist 
Appendix 20 SVRSS School Volunteer Letter  
Appendix 21 MB Child Abuse Registry Check Online 
Appendix 22 MB Child Abuse Registry Check Mail  
Appendix 23 MHSAA Awards & Scholarships 
Appendix 24 MHSAA Transfer Policy Amendment for the 2021-22 School Year 
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APPENDIX 1: STUDENT ATHLETE TEACHER FEEDBACK (available in digital form) 
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APPENDIX 2: STUDENT ATHLETE CODE OF CONDUCT  (available in digital form) 
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APPENDIX 2:  PARENTAL CONSENT: ATHLETIC PARTICIPATION (available in 
digital form) 

 
 



 

SVRSS COACHES HANDBOOK   39 

APPENDIX 3: FACILITY RENTAL PERMIT FORM (available in the office) 
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APPENDIX 4: SVSD VOLUNTEER/PRESENTER DECLARATION/DISCLOSURE 
(available in the office)  
ask JMA  
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APPENDIX 5:  TRAVEL REQUISITION  (available online) 

 
Go to the SVSD website and follow the prompts for Travel Requisitions 
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APPENDIX 6:  PARENT TRAVEL CONSENT – 1 DAY  (available in the office) 
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APPENDIX 7:  SCHOOL FUNDS DEPOSIT SUMMARY (available in the office) 
 

 



 

SVRSS COACHES HANDBOOK   44 

APPENDIX 7: SCHOOL FUNDS DEPOSIT FORM – RECEIPT REQUEST 
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APPENDIX 8: PRE-SEASON PLAN (available in digital form) 
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APPENDIX 9: SCHOOL SPONSORED ATHLETIC & OUT OF SCHOOL EXPERIENCES FORM 
(available in digital form) 
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APPENDIX 10: PARENT TRAVEL CONSENT - SEASON (available in digital form) 
 

SVRSS TIGER ATHLETICS                                                                                            
PARENT CONSENT: School Team Name Here 

 

 TRAVEL DATES 
 

 DATE  LOCATION MODE of TRAVEL  DEPARTURE TIME               ACCOMODATIONS 
DATE  LOCATION MODE of TRAVEL  DEPARTURE TIME               ACCOMODATIONS 

 DATE  LOCATION MODE of TRAVEL  DEPARTURE TIME               ACCOMODATIONS 
 DATE  LOCATION MODE of TRAVEL  DEPARTURE TIME               ACCOMODATIONS 
 DATE  LOCATION MODE of TRAVEL  DEPARTURE TIME               ACCOMODATIONS 

 

Additional travel & tournament information will be available the week prior to leaving. 

Transportation ordinarilly will by Division bus(es).  However, occasionally it is necessary to arrange 
transportation by division van or parent vehicles when buses are not available. (R5.36.1) It is 
understood that your child/ward is to obey all school rules and that disciplinary action will be taken if 
deemed necessary 

 
Elements of Risk: Educational activity programs, such as the above activity, involve certain elements 
of risk.  Injuries may occur while participating in these activities.  The risk of sustaining results from 
the nature of the activity and may occur without fault of either the student or the school board, its 
employees, or the facility where the activity is taking place. By choosing to take place in this activity, 
you are accepting the risk that your child may be injured. The chances of an injury can be reduced by 
carefully following instructions at all times while engaged in the activity. It is recommended that your 
child/ward have a recent medical examination to ensure fitness to participate in this program 
 
 

 
PLEASE FILL IN MEDICAL & CONTACT INFORMATION ONLY IF THERE HAVE BEEN CHANGES 
 
Recent Injury/Illness: ___________________________ Medication(s): _____________________ 
 
MB HEALTH: 6 digit # _________________ 9 digit #: _______________________ 
 
Family Doctor Name: _______________ Phone: _________________  
 
Home Phone: _______________ Work Phone: _________________ Cell Phone: _______________ 
 
Emergency Contact Name: _____________________ Phone: _________________ 

 

ACKNOWLEDGEMENT 

I, ______________________________________________ understand and accept the above, and hereby give 

permission for __________________________________ to participate/travel in these activities. 

 

I HAVE READ THE ABOVE AND DO HEREBY GIVE MY CONSENT 

Signature: ___________________________________________________   

Date: _______________________________  
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APPENDIX 11: PROJECTED BUDGET – SAMPLE (available in digital form) 
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APPENDIX 12:  FUNDRAISER REQUEST FORM (available in digital form) 
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APPENDIX 13:  MB KIDSPORT APPLICATION (available online) 
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APPENDIX 13: MB KIDSPORT APPLICATION 
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APPENDIX 14:  STUDENT ACCIDENT INCIDENT REPORT (available in digital form) 
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APPENDIX 15: STUDENT, NON STUDENT & EMPLOYEE ACCIDENT INCIDENT REPORT 
(available online) 
Incident Reports MUST be submitted electronically to MSBA - Incident Report Form (jotform.com)  

 

  

https://hubinternational.jotform.com/91684031686160
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APPENDIX 16: SCHOOL FUNDS EXPENSE FORM (available in the office) 
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APPENDIX 16: SCHOOL FUNDS EXPENSE FORM – PROGRAM DESIGNATION 
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APPENDIX 17: TOURNAMENT INFORMATION SHEET – SAMPLE (available in 
digital form) 
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APPENDIX 18: SEASON SUMMARY (available in digital form) 
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APPENDIX 19: SVRSS SCHOOL VOLUNTEER CHECKLIST (available in the office) 
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APPENDIX 20: SVRSS SCHOOL VOLUNTEER LETTER (available in the office) 
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APPENDIX 21: MB CHILD ABUSE REGISTRY CHECK ONLINE (available online) 

Province of Manitoba | Families | Adult and Child Abuse Registry (gov.mb.ca) 

 

 

 

 

https://web22.gov.mb.ca/AbuseRegistry
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APPENDIX 22: MB CHILD ABUSE REGISTRY CHECK MAIL (available online) 
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APPENDIX 22: MB CHILD ABUSE REGISTRY CHECK MAIL  
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APPENDIX 22: MB CHILD ABUSE REGISTRY CHECK MAIL  
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APPENDIX 22: MB CHILD ABUSE REGISTRY CHECK MAIL  
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APPENDIX 22: MB CHILD ABUSE REGISTRY CHECK MAIL  
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APPENDIX 23: MHSAA AWARDS & SCHOLARSHIPS 
 
 
Student/athletes may be eligible for MHSAA awards & scholarships if they meet the eligibilty criteria. Visit the 
MHSAA website for award & scholarship information at: https://www.mhsaa.ca/awards/               

Check the website frequently as not all deadlines are in the Spring.  

Download the application form from the website, take note of the deadline for the application. 

Submit to SVRSS Student Services - Mrs Simpson.                                                                                                              . 

Completed applications must be submitted 7 days before the stated deadline on the application.                         

Only completed applications will be considered.                                                                                                              

Student Services/SVRSS PED Dept will be responsible for forwarding nominations to MHSAA. 

                          

 

 

AWARDS & SCHOLARSHIPS 2021-2022 

 

ANY SPORT(S) Credit Union Scholar Athlete     

ANY SPORT(S) Athlete of the Year       

ANY SPORT(S) McDonalds Leadership Award      

BASKETBALL Garett Lee Sidor Memorial Basketball Scholarship   

HOCKEY Alexander Josephson Memorial Hockey Scholarship  

HOCKEY Ken “Friar” Nicolson Award     

HOCKEY Sami-Jo Small Award      

HOCKEY Fred Stevenson Award      

HOCKEY Winnipeg Jets Alumni & Friends Scholarship   

VOLLEYBALL Dr Dale Iwanoczko Memorial Scholarship 

Visit the MHSAA website for award & scholarship information at: https://www.mhsaa.ca/awards/ 

 

https://www.mhsaa.ca/awards/
https://www.mhsaa.ca/awards/
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APPENDIX 24: TRANSFER POLICY AMENDMENT FOR THE 2021-2022 SCHOOL YEAR 
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APPENDIX 24: TRANSFER POLICY AMENDMENT FOR THE 2021-2022 SCHOOL YEAR 
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