
SSAAIINNTT  PPEETTEERR’’SS  CCOOLLLLEEGGEE  
DDEEPPAARRTTMMEENNTT  OOFF  AATTHHLLEETTIICCSS    

PPOOLLIICCIIEESS  &&  PPRROOCCEEDDUURREESS  MMAANNUUAALL  
22000077--22000088  

 
William A. Stein 

Director of Athletics 
 
 

 
 
 

 
 
 
 
 
 
 
 



SSAAIINNTT  PPEETTEERR’’SS  CCOOLLLLEEGGEE  
DDEEPPAARRTTMMEENNTT  OOFF  AATTHHLLEETTIICCSS    

PPOOLLIICCIIEESS  &&  PPRROOCCEEDDUURREESS  MMAANNUUAALL  
22000077--22000088   

 
TABLE  OF  CONTENTSTABLE OF CONTENTS  

 
INTRODUCTION Saint Peter’s College Department of Athletics  

 Preface…………………………………………………………………………………………….1 
 Scope………………………………………………………………………………………………1 
 Spectator Conduct………………………………………………………………………………..1 
 The History of Saint Peter’s College……………………………………………………………1 
 Mission Statement of Saint Peter’s College……………………………………………………2 
 Mission of Saint Peter’s College Intercollegiate Athletics…………………………………….2 
 Mission Statement of the Department of Athletics…………………………………………….2 
 Athletics – A Philosophy of Excellence…………………………………………………………3 
 Facilities……………………………………………………………………………………………3 
 About the Metro Atlantic Athletic Conference………………………………………………….4 
 Metro Atlantic Athletic Conference Sportsmanship Statement………………………………5 

 
Chapter    1      Responsibilities of the Department of Athletics   

 Department of Athletics Organizational Chart…………………………………………………6 
 Student-athletes…………………………………………………………………………………..7 
 Public and Community…………………………………………………………………………...7 
 Saint Peter's College / Metro Atlantic Athletic Conference / National Collegiate Athletic 

Association………………………………………………………………………………………...7 
 Coaching Staff…………………………………………………………………………………….7 
 Academics…………………………………………………………………………………………8 
 Department of Athletics Administrative Position Descriptions and Responsibilities…...8-14 

 
Chapter    2      Budget and Fiscal Procedures     

 Team Equipment and Uniforms………………………………………………………………..15 
 Other Expenses………………………………………………………………………………….16 
 Team Travel……………………………………………………………………………………...16 
 All Coaches…………………………………………………………………………………..16-17 
 Officials…………………………………………………………………………………………...17 
 Recruiting………………………………………………………………………………………...17 
 Approval Expenditure Form……………………………………………………………………18 
 Expense Report Form………………………………………………………………………….19 

 

 



 
Chapter    3      Transportation, Travel Policy, Van Policy    

 Modes of Travel / Arrangements………………………………………………………………20 
 Meals………………………………………………………………………………………….20-21 
 Van Policy…………………………………………………………………………………….21-22 
 Athletic Vehicles Memo from Director of Athletics…………………………………………...23 
 Approval Expenditure Form…………………………………………………………………….24 
 Expense Report Form…………………………………………………………………………..25 

 
Chapter    4      Equipment        

 Equipment / Uniform – Issue…………………………………………………………………..26 
 Equipment / Uniform – Return…………………………………………………………………27 
 Laundry Procedures…………………………………………………………………………….27 
 Inventory / Purchase………………………………………………………………………..27-28 
 Repairs / Storage……………………………………………………………………………….28 
 Game-day Responsibilities for Men’s and Women’s Basketball………………………28-29 
 Recreational Life Center Staff…………………………………………………………………29 

 
Chapter    5      Sports Information Policies      

 Background………………………………………………………………………………………30 
 Cooperation is Key……………………………………………………………………………...30 
 Reporting Contests……………………………………………………………………………...30 
 Policy of Reporting Results…………………………………………………………………….31 
 Contest Records………………………………………………………………………………...31 
 NCAA Rules Applying to Sports Publicity…………………………………………………….31 
 Media Guides and Other Publications………………………………………………………..32 
 Dealing with the Media…………………………………………………………………………32 
 Athletics Website………………………………………………………………………………..32 

 
Chapter    6      Sports Medicine, Safety, & Emergency Plan   

 Sports Medicine Overview……………………………………………………………………..33 
 Pre-Season Eligibility……………………………………………………………………….33-34 
 Game Coverage………………………………………………………………………………...34 
 Practice Schedules……………………………………………………………………………..34 
 Injury Procedures…………………………………………………………………………...34-35 
 Athletic Injury Insurance……………………………………………………………………35-36 
 Medical Records………………………………………………………………………………..37 
 Emergency Action Plan 

o Introduction…………………………………………………………………………….37 
o Roles within the Emergency Team……………………………………………...37-38 
o Activating the EMS System………………………………………………………38-39 
o Location of AEDs in Athletics and Recreation……………………………………..39 
o Athletic Trainer’s Phone List…………………………………………………………39 
o Guidelines to Use During a Serious On-Field Player Injury…………………..39-40 

 Lightning Policy 
o Overview……………………………………………………………………………40-41 
o Quick Facts…………………………………………………………………………….41 
o Lightning Don’ts……………………………………………………………………….41 
o First Aid Procedures in Managing Victims of Lightning Strike………………..41-42 
 

Chapter   7     Parking        
 Parking Stickers…………………………………………………………………………………43 
 Overnight Parking……………………………………………………………………………….43 
 Special Requests………………………………………………………………………………..43 

 



 
Chapter   8     Scheduling          

 Competitive Schedules / Contracts……………………………………………………………44 
 Policy and Procedure for Scheduling Intercollegiate Contests……………………………..45 
 Policy and Procedure for Scheduling Practice Sessions………………………………..45-46 
 Practice / Competitive Facilities……………………………………………………………46-47 
 MAAC Student-Athlete Missed Class Policy……………………………………………..47-48 
 Schedule Submit Form…………………………………………………………………………49 

 
 

Chapter   9     Sport Camps & Clinics       
 Preface……………………………………………………………………………………………50 
 Sport Camps / Clinic Program Procedures……………………………………………….50-51 
 Promotions……………………………………………………………………………………….52 
 Fees………………………………………………………………………………………………53 
 Complimentary Attendance…………………………………………………………………….53 
 Athletic Camp Registration Data Entry……………………………………………………53-54 
 Revenue Collection and Deposit………………………………………………………………54 
 Payroll…………………………………………………………………………………………….55 
 Refunds…………………………………………………………………………………………..55 
 Financial Report…………………………………………………………………………………56 
 Facility Scheduling………………………………………………………………………………56 
 Medical Insurance / Services………………………………………………………………56-57 
 Trainer Coverage……………………………………………………………………………….57 
  Sports Camp / Clinic Financial Report-Detailed………………………………………...57-58 

 
Chapter   10     Fundraising, Outside Income & Booster Information  

 General Information……………………………………………………………………………..59 
 Fundraising………………………………………………………………………………………59 
 Outside Income………………………………………………………………………………59-60 
 Booster Information………………………………………………………………………….60-65 

 
Chapter   11     Awards & Recognition       

 Senior Athletics Award Banquet……………………………………………………………….66 
 Student-athlete Honor Roll……………………………………………………………………..66 
 Other Awards and Recognition………………………………………………………………...67 

 
 
Chapter   12     Compliance Policies & Procedures 

 Introduction………………………………………………………………………………………68 
o Compliance Issues and Education………………………………………………69-70 
o Violation Reporting Policy………………………………………………………...71-74 

 Recruiting 
o Recruiting Philosophy and Official Visit Policy…………………………………75-78 
o Official Visit Procedure……………………………………………………………79-80 
o Official Visit Paperwork 

 Official Visit Approval Form…………………………………………………81 
 Student Host Instruction……………………………………………………..82 
 Official Visit Record Form…………………………………………………...83 
 Official Visit Checklist………………………………………………………..84 

o Unofficial Visits Policy and Procedure……………………………………………….85 
 Unofficial Visit Form………………………………………………………….86 

o Recruitment of Transfer Prospective Student-Athletes……………………………87 
 Transfer Certification Documentation (Office Use) 

 



• 4-4 Transfer Certification Form……………………………………88 
• 2-4 Transfer Certification Form……………………………………89 
• 4-2-4 Transfer Certification Form…………………………………90 

o Complimentary Admissions Policy and Procedures……………………………….91 
 Prospective Student-Athlete Pass List……………………………………..92 

o NCAA Clearinghouse Policy and Procedure……………………………………93-94 
 Clearinghouse Eligibility Codes…………………………………………95-97 
 NCAA Clearinghouse Checklist…………………………………………….98 
 NCAA Clearinghouse Freshman Guide……………………………………99 
 NCAA Clearinghouse Transfer Guide…………………………………….100 
 NCAA Clearinghouse High School Guide………………………………..101 
 Initial Eligibility Requirements……………………………………………..102 

o Recruiting Logs Policy and Procedure……………………………………………..103 
 Contact and Evaluation Logs……………………………………………...104 
 Men’s Basketball Contact Log……………………………………….105-110 
 Women’s Basketball Contact Log……………………………………111-115 

o Recruiting Phone Log Policy and Procedure……………………………………...116 
 Phone Log for All Sports…………………………………………………...117 

o NCAA Coaches Certification………………………………………………………..118 
 Coaching Declaration NCAA Interpretation……………………………...119 
 Coaching Staff Declaration Form – Basketball…………………….120-121 
 Coaching Staff Declaration Form – Other Sports………………….122-123 
 MAAC Sportsmanship Statement…………………………………………124 

 Eligibility and Academic Standards 
o Eligibility of Student-Athletes (Freshmen, Continuing and Transfer Student-

Athletes)………………………………………………………………………….125-126 
o Procedure for Student-Athletes Looking to Transfer………………………..127-128 
o Eligibility Certification Procedures for Practice and Competition…………..128-130 
o Satisfactory Progress-Toward-Degree and Good Academic Standing…...130-132 
o Missed Classes………………………………………………………………………133 
o Change of Schedule (ADD / DROP)………………………………………………133 
o Registration Procedures……………………………………………………….133-134 
o Declaring a Major / Changing a Major……………………………………………..134 
o Grading System………………………………………………………………………135 
o Grade-Point Average Calculations…………………………………………………135 
o Study Hall……………………………………………………………………………..136 
o Tutorial Program……………………………………………………………………...137 
o Laptop Policy………………………………………………………………………….137 
o Academic Skills……………………………………………………………………….138 
o Rules for Academic Success…………………………………………………..138-139 
o Student-Athlete Responsibility Check List…………………………………………139 
o Squad List Preparation (using NCAA CAi Software)………………………..139-140 

 Financial Aid & Athletic Scholarships 
o Policies and Procedures for Requesting NLI & Athletic Aid Awards………141-142 
o SPC Athletic Scholarship / NLI Request Form……………………………………143 
o Athletic Aid Renewal / Non-renewal Policy and Procedures…………………….144 
o Disciplinary Issues for Student-Athletes with Athletic Aid………………………..145 

 Playing and Practice Season 
o General Regulations for Playing & Practice Seasons………………………146-147 
o Declaration Form – Individual Team Sports………………………………………148 
o Declaration Form – Team Sports…………………………………………………..149 
o In-Season Countable Hours Form (20-Hour Form)………………………………150 
o Out-of-Season Countable Hours Form (8-Hour Form)……………………..151-153 

 Benefits to Student-Athletes 
o Complimentary Admission Procedures for Student-Athletes……………………154  

 Complimentary Admissions Forms for Student-Athletes………….155-157 

 



 Complimentary Admissions Forms for Coaching Staff……………158-159 
 Miscellaneous 

o Instruction for Promotional Activities Request Involving Student-Athletes.160-161 
 SPC Promotional Activities Request Form………………………………162 

o Hardship Waivers – Policy and Procedure…………………………………..163-164 
o Fee-For-Lesson Policy………………………………………………………………165 

 Fee-For-Lesson Form……………………………………………………...166 
o Summer Participation 

 Summer Basketball League Approval Form……………………………..167 
 Monitoring of Voluntary Workout Programs–NCAA Interpretation.168-169 
 Summer Basketball Workout Eligibility Form…………………………….170 

o Local Sports Clubs 
 Memo to Select SPC Coaches regarding Local Sports Clubs…………171 
 NCAA Regulations Related to Local Sports Clubs………………...172-173 
 Local Sports Club Information and Membership Form…………………174 
 Local Sports Club Employee Information………………………………..175 

  
 

 

*Handbook Revised Fall 2007 – ELH 

 


