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BELLEVUE INDEPENDENT SCHOOLS

JOB DESCRIPTION

POSITION TITLE:
DISTRICT OPERATIONS AND SAFETY COORDINATOR 

SAFETY – ATHLETICS – TRANSPORTATION - FACILITIES
QUALIFICATIONS:
1.   Demonstrates skills and abilities commensurate with job responsibilities.

2.
Has demonstrated an ability to work with staff and administration.

3.
Has demonstrated evidence of leadership ability.

4.
Has experience in athletics.
5.   High School Diploma or Equivalent.

6.
Shall not serve as a coach unless no one is available to fill the role. 
REPORTS TO:


School Principals/Superintendent 

RESPONSIBILITIES/ACTIVITES – SAFETY

1.  Serve as the district’s safe schools coordinator.  
2.  Provide/coordinate all trainings and ensure compliance by all individuals in the district as mandated by law.

3.  Work with building principals to designate threat assessment teams in schools

4.  Ensure all Emergency Management Plans are up to date.

5.  Work with building principals on all required drills and monitor for areas of improvement. 

6.  Walk all building campuses and prescribes policies and procedures for an all-hazards approach to school safety.
7.  Provide training and assistance to all principals on completion of the school security risk assessment.

8.  Serve as the point of contact between the school security marshal and the district, the school resource officer, and the Kentucky Center for School Safety.

9.  Other duties as assigned by Supervisor in the area of School Safety. 

RESPONSIBLILITES/ACTIVITIES – ATHLETICS
1. Supervise the completion of all paperwork required by KHSAA on athletes.
2. Supervise the completion all paperwork required by Board of Education and KHSAA on coaches. 
3. Organize and administrate the overall program of interscholastic athletics for the district. 
4. Ensure the sale of advertising signage at all Bellevue High School athletic venues in order to generate financial resources that at a minimum meet the financial needs of the athletic department.
5. Collect all inventory sheets from each coach on uniforms and equipment.
6. Supervise arrangements for payment for all officials paid for athletic events.

7. Approve coach’s timesheet/calendar/invoice and sends to central office for processing.  
8. Oversee district athletic purposes by signing athletic purchase order and work with district personnel to stay in compliance with district and school financial procedures. 

9. Schedule all Gym times, field times, and weight room for the High School. 
10. Keep Athletic Calendar Monthly and release on a monthly basis to all coaches & principals.
11. Supervise all ticket sales and concession sales.

12. Investigate all allegations of infractions and make recommendations for appropriate resolutions or corrective action.
13. Collect all schedules for each sport and coordinate with Coaches.
14. Coordinate all classes for coach’s education and CPR and AED training required by KHSAA.
15. Arrange for all workers including security for athletic events. To include all tournaments, bowl games, district playoffs, and regional games and approve these workers for payment through Arbiter. 
16. Help plan and supervise recognition programs for athletics.

17. Promote good district and community relations. 

18. Demonstrate effective interpersonal and communication skills.

19. Verifies student physical exams and other appropriate paperwork.

20. Promotes activities to foster school spirit.
21. Complete Title IX compliance reports. 

22. Coordinate maintenance issues with maintenance director.

23. Ensure all head coaches enter all scores and data on the KHSAA website in a timely fashion.

24. Attend NKADA meetings on a monthly basis.

25. Submit all conference reports in a timely fashion.

26. Sign all contracts and monitor contracts.

27. Serve as community/business liaison for the Bellevue athletic department.
28. Collaborate with and attend meetings of the Bellevue athletic boosters.
29. Serve as fundraising coordinator for the Bellevue athletic department.
30. Run weekly eligibility reports.

31. Recruit and monitor coaches and provide feedback on an ongoing basis. 
32. Engage in End of Season exit meeting with coaches (i.e. program review, coach evaluations)
33. Survey student athletes regarding their participation in athletic programs.

34. Survey the student population annually to determine appropriate athletic programs. 
35. Implements financial procedures per Redbook.
36. Performs various duties as assigned by the Supervisor.
37. Applies all District and School policies and procedures.
RESPONSIBILITIES/ACTIVITIES - TRANSPORATION
1. Schedule all field trips and extra-curricular activities.
2. Arrange transportation for all athletic contests.
3. Schedule monthly certification checks for the bus.

4. Provide training certification classes for Bus Drivers.

5. Provide eight-hour certification for drivers yearly.

6. Provide random drug testing for bus drivers.

7. Provide board of education with monthly expense report.

8. Perform evaluations of bus drivers.

9. Investigate any accidents or incidents involving any of the buses.

10. Provide students with bus evacuation drills as required by law.

11. Maintain driver inspection reports.

12. Complete and submit various required reports to the Kentucky Department of Education.

13. Apply all school and district policies and procedures.

14. Communicate effectively with students, staff and community.

15. Perform various other duties as assigned by the superintendent.

16. Apply all school and district policies and procedures.

RESPONSIBILITIES/ACTIVITIES – FACILITIES
1. Collaborates with Lead Maintenance personnel on facility projects in the district.
2. Secures bids on facility issues as requested and orders materials for facilities as requested.  

3. Coordinates schedules and special event operations for the purpose of ensuring required facilities availability and preparation.
4. Inspects buildings and grounds for safety purposes and needed repairs and keeps documentation.
5. Ensures all athletic playing surfaces and areas are ready and safe for participants and spectators.

6. Maintain general tidiness of district property.

7. Performs various duties as assigned by the Supervisor.

8. Applies all District and School policies and procedures.

