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S e c t i o n  1
ACTIVITY SPONSORS’ 

HANDBOOK
Student 

Activities 
Philosophy

The primary purpose of the Student Activities program is to meet those school-related interests 
and needs of students beyond the curricular program of the school. The activities program refers 
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Student 
Government

(continued)

organization operates efficiently, effectively and within the established guidelines and policies. 
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Fund Raising
(continued)

signed by the principal(s) of the participating school and the appropriate business estab-
lishment.

3.	
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Food Service 
Policy

(continued)

packaged ice cream bars, for example), coffee served using only single service items and using 
non-dairy creamers, and whole fruits and vegetables.

5.	 Are there any restrictions about how or where the food is prepared? 
Vendors are required to store food, equipment, utensils and supplies at a facility approved 

by the Department of Health and Human Services (DHHS). Any preparation of food or 
cleaning of equipment and utensils that is not conducted at the event location must also occur 
at the approved facility. 

Foods may not be prepared or stored at a home or at an unapproved site. 
6.	 How do I apply for a permit from DHHS? 

To avoid a late fee, vendors must apply for a permit from DHHS at least 7 days prior to 
the planned opening of their facility. Permit applications may be obtained: 
•	 Monday through Friday from 8 a.m. to 5 p.m. (4:30 p.m. on Friday) at DHHS, 825 L 

Street, 5th Floor in Anchorage. 
•	 At www.ci.anchorage.ak.us/healthesd/sanity.cfm. 

7.	 Do I need anything else in order to obtain a permit? 
Yes. Permit applications cannot be accepted unless a food manager certificate is included 

with the application. To become certified, vendors may take the Temporary Event Food 
Protection Manager Certification Exam between 8 AM and 3:30 PM at DHHS. The cer-
tificate is issued immediately upon passing the exam and is valid for three years. The exam is 
based on the Serving Safe Food in Alaska handbook which can be obtained at DHHS and is 
also available on the website above (see Question 6). The cost of each temporary food manager 
exam is $10, payable prior to the exam. 

Vendors who have completed a DHHS-approved 4 or 8 hour food protection manager 
certification program (ServSafe, for example) and have passed the associated written exam 
within the past 3 years have met the certification requirement. A copy of the certificate must 
be submitted along with your permit application.

8.	 What happens once I’ve applied for the permit? 
An opening inspection will be conducted by a sanitarian. This means that an inspec-

tor from DHHS will visit your event to ensure that your operation meets minimum health 
requirements. You do not need to wait for the inspector to “open” your booth or stand, you 
may begin operating at the time and place you put on your application. When the inspector 
arrives he/she will discuss corrective measures needed (if any) and issue your permit. Your 
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Food Service 
Overview

(continued)

b.	 The food function must fit within the limitations of the school kitchen. Most elemen-
tary school kitchens are approved only for heating and warming prepared food from an 
approved source. 

Example: A spaghetti dinner where sauce purchased from an approved source is heated and the 
noodles are boiled or a carnival booth selling Chinese egg rolls, purchased at Carr’s, heated in the 
school kitchen.

c.	 The food function can be catered. Catering means the caterer, licensed to do business, 
brings the prepared food, serves it and cleans up the kitchen or the catered food from the 
licensed caterer, is served by and cleaned up by ASD student nutrition staff.

Example: The King Career Center Food Service program caters a school event.
d.	 If they are using the kitchen, a SN staff must be present at all times, and the client will be 

billed for the hours. 
Example: Staff and students operating a concession stand or a PTA member serving at a food 

event. 
The following school activities are considered private and do not fall under the Municipal 

Health Department licensing or inspection regulations but are the responsibility of the Anchorage 
School District to monitor: 

1.	 Potlucks are considered private when they are held for specific events and not open to 
the public at large. The participants in the food event are limited to specific groups easily 
identified as separate from the general public of the school. 

Example: An awards potluck for the German Club students and their parents or an authors tea 
for the fourth grade students and their parents.

2.	 Parties are considered private when they occur in individual classrooms or are held for a 
specific purpose with a specific limited population.

Example: A class party or an Honor Society Induction reception.
3.	 Individual classroom activities that involve food for teaching purposes, snacks or reward 

incentives. These types of food activities are within academic freedom and are not the 
responsibility of the Municipality, State or Federal Health agencies.

Example: An ethnic food project or snacks prior to taking standardized testing.
These events should be approved by the building administrator as well as comply with ASD 

Student Nutrition. 
School Fund Raising Events

Many school fund raising events are food functions. Schools will review on an annual basis the 
policy and procedures to be followed for these types of food events.

1.	 Bake Sales means an informal sale of candy or baked goods, not filled or covered with 
a potentially hazardous food, to the public at a fixed location for a period of time not to 
exceed four periods of 14 consecutive days or less during the calendar year.

Example: Cheerleaders bake sale after school or PTA bake sale on back to school night.
Note: Goods such as pumpkin pie, custard or filling goods are not allowed.
2.	 Fruit/Vegetable Sales are acceptable as long as the fruit/vegetable is not cut and the han-

dling and sales are monitored by an individual with ServSafe Certification. Sale of cut up 
fruit or vegetables is not allowed unless prepared in the school kitchen under guidelines 
covered by the ServSafe Certification training. Arrangements must be made in advance.

Example: Oranges and grapefruit sold by the case. Note: Cut vegetables or fruit prepared at 
home and brought to school for such activities are not allowed.

3.	 Candy Sales of prepackaged approved source goods supervised by an individual with 
ServSafe Certification.

Example: Band sells School’s Finest Chocolate Bars.
4.	
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Objectives of 
the Athletic 

Program
(continued)

It provides an educational device by which the student body can better appreciate the role of 
spectators.

It stimulates interest in, and support for, the entire school program.
These purposes are worthy ones which will challenge the abilities of the best people in the 

coaching profession. They will merit the interest and support of the student body and teaching 
staff and will command respect from the community.

Administrative 
Responsibilities



9

Title IX 
Guidelines for 

Administrators
(continued)

book. For more information on Title IX or to report any civil rights violation or Title IX violation, 
contact the EEO Director, who serves as the Title IX Coordinator, at the ASD Education Center, 
5530 E. Northern Lights Blvd, Anchorage, AK 99504-3135 (907) 742-4132.

Concerns may also be reported to any of the following external agencies: Alaska State 
Commission for Human Rights, Anchorage Equal Rights Commission, Department of 
Education and/or the Office of Civil Rights.

The principal is the Title IX Designee for their school and must respond to all Title IX com-
plaints in a time and consistent manner. To ensure compliance with Title IX, it is the responsibil-
ity of the school principal to:

1.	 Ensure equal access to all aspects of education including classes programs and services.
2.	 Be aware of areas of gender under representation in all areas of the school environment.
3.	 Monitor administrative procedures, school processes, teaching strategies and classroom 

practices to ensure gender neutrality.
4.	 Assure that the Student Grievance Process, as detailed in the student handbook, is in place.
5.	 Respond immediately and investigate all allegations of harassment/discrimination, 

based on gender or sex. Take actions to stop the harassment/discrimination, hold parties 
accountable and prevent the occurrence of future harassment.

6.	 Provide annual Title IX training to all classified and certificated staff including coaches, 
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Coach’s 
Responsibility

(continued)

7.	 Appointing or supervising the squad selection of a captain or captains.
8.	 Ensure that all students must ride the school bus to and from “away” school activities 

unless transported by his/her parent/guardian and signed out with a coach. 
9.	 Traveling with the team when transportation is provided, unless otherwise authorized by 

an administrator.
10.	Assuming the responsibility for being with team members at all practice sessions, clearing 

locker rooms, practice areas at the end of practice, and supervising team members until 
student transportation has arrived.

11.	Assuring that practice generally takes place on days that school is in session.
12.	Assuming the responsibility for maintaining and submitting an accurate roll book which 

includes date of entry and dates of practice for all students participating in the interscho-
lastic sport.

13.	The using of district and division-approved forms is required (e.g. Attendance and Away 
Meet Check-out forms).

14.	Assuring student have paid applicable fees, maintaining a copy of the Health Examination 
Form, Middle School Activity Participation form, which indicates parent notification of 
eligibility and participation requirements for participating students and the clearance from 
the school office. Must have these copies with the squad at every contest.

15.	
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9.	 Let the players play. It’s their game.
10.	Be mindful of comments made to the news media, especially following a hard-fought 

contest.

Procedures for 
Coaches
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Procedures for 
Coaches

(continued)

and recommend medical follow up as appropriate.
III.	 EQUIPMENT

a.	Sports equipment will be secured in appropriate storage areas.
b.	Coaches will meet with the Assistant Principal for equipment needs.
c.	Uniforms issued to an athlete is his/her responsibility for return or replacement. If the 

equipment is neither returned, replaced nor paid for, a certificate/award shall not be given 
plus other sanctions against the athlete may be possible.

d.	Athletic uniforms are to be worn only during sponsored practices, activities, assemblies 
and on game days. All uniforms must be returned to the coaches no later than one 
week after the last day of participation.

e.	Uniforms should be turned in CLEAN and FOLDED at the end of the season. 
Coaches will contact parents regarding payment for lost or damaged uniforms and/or 
equipment.

f.	 A medical kit must be readily available at all times, both in the office and during 
games/meets. See your nurse for necessary items to be included in the kit and for 
restocking. Ice packs must also be available.

g.	�Season checks will not be issued until all final check-out items are marked off by the 
assistant principal and secretary.

IV.	 AWAY GAMES:
a.	Notify the assistant principal of any changes in schedule time, dates, or location of 

games.
b.	Students must ride the bus to and from games unless transported by their own parents 

or guardians and signed out with coach using the approved district student check-out 
sheet.

c.	Coaches are to ride the bus to and from games with the teams.
d.	The ASD sponsored activity/athletic events are limited to competitions and performances 

within the ASD schools. Travel outside the Anchorage area is not permitted.

Captain’s Responsibility

The team captain provides 
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Interscholastic 
Participation 

and Eligibility 
Requirements

Eligibility
1.	 To be eligible to participate in the middle school interscholastic activities program, a stu-

dent must fulfill all requirements listed below:
•	 Be currently enrolled as a full-time student of the Anchorage School District;
•	 Be in good standing;
•	 Pay participation fee per sport or be eligible for a sports fee waiver;
•	 Have a current physical on �le in the o�ce. Please note that a CURRENT 

PHYSICAL IS REQUIRED FOR ALL SPORTS. PHYSICALS ARE 
ONLY GOOD FOR 18 MONTHS FROM THE DATE THAT THE 
PHYSICAL WAS TAKEN AND FOR THE SEASON OF THE SPORT. 
Physical should be valid until the end of the season.

•	 Have an Activity Participation Form signed by a parent/guardian for each 
sport. Included in the Activity Participation Form is a parent’s consent for 
emergency treatment which must be signed and on �le, and participation 
guidelines must be acknowledged. Also, the parent/legal guardian must sign 
and �le a release of the District and assumption of the �nancial responsibility 
in the event of injury.

2.	 Athletic participants must have ten (10) days of practice before they are eligible to partici-
pate in a competition.

3.	 In order to practice or play in a game, a student must be in attendance a minimum of 
one-half day (3 or 4 periods depending upon the school schedule), except for extenuating 
circumstances approved by an administrator.

Middle School 
Charter/

Alternative 
Schools

1.	 Member Schools – The 10 neighborhood middle schools are the member schools for ASD. 
Students attending member schools are only eligible to compete for that school. 

2.	 ASD Middle School Charter/Alternative Schools. Students attending ASD MS Charter/
Alternative Schools are only eligible to participate in interscholastic sports with their 
neighborhood/zoned school if the sport is not offered at their school of enrollment. 

3.	 Limited member schools shall restrict participation to students of that school only. 
Barring a hardship or bona fide change of address of the entire family unit, students in 
limited member schools are only allowed to compete for one member school per school 
year unless they receive approval from the principal of both the sending and receiving 
schools. 

4.	 ASD Middle School Charter/Alternative Schools seeking limited member status will 
acknowledge awareness that all costs associated with organizing a team(s) and competing 
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Intramural 
Participation 

and Eligibility 
Requirements

To be eligible to participate in the middle school intramural activities program, all of the above 
must be observed with the exception of the participation fee.

Conditions 
of Student 

Participation

Participation in middle school athletics is a privilege. All students are expected to comply 
with local, state, and federal laws and the rules and regulations of the Anchorage School District. 
Students will be subject to denial of the ability to participate if they; do not meet eligibility 
requirements, engage in behavior that is detrimental to the well being of the team or school, are 
in violation of the tobacco rule, are in violation of the drug and alcohol rule or commit criminal 
acts as defined in the ASD Statement of Student’s Rights and Responsibilities. In all cases the 
Superintendent or designee retains the right to review and revise any disciplinary action.

A.	 STUDENT INTRAMURAL AND INTERSCHOLASTIC ATHLETICS
1.	 All students will be permitted to participate in intramural sports in a manner con-

sistent with their gender identity consistently expressed at school. Furthermore, all 
students will be permitted to participate in District-sponsored interscholastic athletics 
in a manner consistent with their gender identity. 

B.	 ELIGIBILITY RULES
1.	 Athletes must meet all eligibility requirements of the Anchorage School District.
2.	 Violation of the eligibility rules shall result in denial of participation.

C.	 DENIAL OF PARTICIPATION 
1.	
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Conditions 
of Student 

Participation
(continued)

Under School Jurisdiction
Students who violate the drug/alcohol rules will be subject to:
a.	FIRST OFFENSE FOR POSSESSION OR USE - Suspension in accordance with 

Anchorage School District Regulations. Loss of practice and athletic participation dur-
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Denial of 
Participation

(continued)

will be final. Such appeal must be conducted within two school days after the appeal is 
received, unless by mutual agreement there is an extension in the time period.

5.	 Procedures for conducting the appeal hearing are as follows:
a.	 �e assistant principal shall serve as chairperson of the appeals committee.
b.	 �e advisor/coach who is denying participation will present reasons for 

the denial.
c.	 �e student and/or parents may then present evidence or reasons why the 

student should not be denied participation.
d.	 �e student has the option of being represented at the appeal hearing; 

however, the hearing is not a legal process.
e.	 �e appeal board shall make its decision with 24 hours of the hearing to 

either uphold, modify or repeal the denial of participation.
f.	 During the appeal process the student shall not participate in the 

group’s activities.
g.	 �e decision of the appeal board will be based upon generally accepted 

parliamentary procedures with a majority vote of the members of the ap-
peal board necessary to take action.

h.	 �e appeal board is responsible for notifying the student in writing of its 
decision and the reason for the decision.

i.	 �ere is not provision for appeal beyond the appeal board in the case of a 
temporary denial of participation in an extracurricular activity.

C.	 Administrative Review 
In all cases the Superintendent or designee retains the right to review and revise any 
disciplinary action.

Dual 
Participation

1.	 A student may participate in an activity sponsored by an organization other than the 
District while competing during the same season in the same activity sponsored by the 
District.

2.	 A student may participate on more than one team within the school during the same sport 
season with prior approval by the school Administration

3.	 All student athletes must accomplish ten (10) separate days of physical practice in the 
same sport activity prior to the first day of competition. When a student is participating 
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Administrative 
Procedures 

for Additional 
or Voluntary 

Coaches

The Anchorage School District has allocated adequate coaching positions to maintain the necessary 
safety and supervision of the activity program. Schools are expected to adhere to the allocated staff in 
order to maintain equity between programs and to stay within ASD budget guidelines. However, 
additional coaches may be necessary based on need.
Procedures for Hiring Additional Staff

1.	 All additional staff allocations must be requested and justified in writing. All requests 
must be approved by the Executive Director of Secondary Education.

2.	 All funds to support additional coaching addenda must be from approved ASD funding 
sources.

3.	 Established ASD hiring practices will apply to hiring of additional coaches.
4.	 Established ASD training requirements will apply to any additional staff hired.
5.	 Additional positions are approved on a year-by-year basis.

Sharing of Allocated Addenda
The pay range established by the negotiated agreement has been determined to be a fair com-

pensation for the job to be performed. Staff members may work part-time and split an addendum 
when total combined time worked is equal to the full-time position. Any other reduction or real-
location of this standard rate of pay requires approval of AEA. Employees may not agree to work 
full-time for less than the negotiated agreement. Intramural sponsors will be compensated by the 
40-hour intramural addendum. 
Volunteer Coaches

Many ASD programs have parents and interested community members willing to volunteer 
to aid in program development. The philosophy of the ASD encourages parents and community 
members to be part of the school programs. Volunteers are welcome to assist in a variety of ways. 
Most of these jobs are identified and delegated by the staff member in charge of the activity, how-
ever, those volunteers that are interested in serving as a “Volunteer Coach’’ must meet the same 
standards expected of any other ASD coach that assumes major responsibility of supervision of 
students in the activity program. Volunteer coach is defined as a person who works directly with 
students on the field or court in practice or game situations. The guidelines for volunteer coaches 
are as follows:

1.	 Must be approved by the building principal. Approval must be obtained each year.
2.	 �
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S e c t i o n  3
TRAVEL

Student Travel 
Approval

Travel is permitted under certain restrictions. If there is an overnight trip that is organized 
by or in the school, approval must be obtained from the principal and the Secondary Executive 
Director or designee.
Behavior expectations

Student participating in travel activities are to conduct themselves according to district and 
school guidelines. Failure to do so will result in appropriate disciplinary action begin taken by 
school officials.
Permission for student travel

Principal and parent/guardian permission is required before a student may travel. 
Travel

a.	 Travel is defined as travel by any means outside of the municipality of Anchorage, whether 
for a day or overnight.

b.	 The district shall establish procedures for approving and/or funding, within budget limits, 
travel by students and/or student groups. Travel may be approved where such travel fulfills 
a student need or provides an important benefit to the involved student(s) and to the dis-
trict, and where the needs cannot be met or the benefits adequately provided locally. The 
procedures shall include consideration of the cost to the district relative to the educational 
or other program benefits, the priority of the activity and benefits relative to competing 
requests for travel and other budget considerations and the amount of school support 
required and its impact on other ongoing programs.

Approval of student travel
a.	 A teacher and/or activity sponsor must submit a request for travel by students to the 

appropriate administrator for initial approval. The proposal shall then be submitted to the 
appropriate Senior Director, or his/her designee, for final approval. Initial approval of the 
student travel must be received prior to the teacher or sponsor making commitments to 
students and/or parents about the travel, or making financial commitments.

b.	 Approval for programs which involve academic credit (e.g., supplementary field trips) 
must be obtained prior to the activity taking place. Credit after the fact may be approved 
by the Superintendent or designee in unusual circumstances.

Funding of student travel
a.	
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Student Travel 
Approval

(continued)

will be limited to three (3) school days per season. The Superintendent or designee  
may grant a waiver of this limitation and will be recorded as an activity absence. Absences 
for trips initiated for academic enrichment will be recorded as a prearranged absence. 
However, travel/trips during a period approved by the Superintendent for specialized 
instruction as part of a school’s calendar (intensives) will not count toward the limit under 
this section.

c.	
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