Dallas Center - Grimes High School                   
HOME OF THE MUSTANGS
Member of the Little Hawkeye Conference
 
Mr. Connor LaGrone – 7/8 AD/Asst.            Mr. Brent Buttjer, Activities Director                   Ms. Katelyn Cain Activities Sec.
   connor.lagrone@dcgschools.com                     brent.buttjer@dcgschools.com              	        katelyn.cain@dcgschools.com 
              515-986-9747 4240                                         515-986-9747 4240	                            	   515-986-9747 4240

WELCOME COACH __________________
SPORT ____________________________

* Please note that coaches will not be allowed to begin working with our student-athletes until you have been cleared by the Business Office.

Step 1: Complete all required paperwork with the Business Office.  All paperwork is completed on Frontline Central.  
Frontline Central 
● Frontline - link - streamlines the district’s onboarding process and form submission, reduces paper use, and provides a resource for staff information. 
● An email invitation will come from Frontline Education to create a Frontline Central account. You choose your username and password. 
● Forms to complete are found under the “My Forms” tab. 
● Coaches new to DCG CSD are issued a contract/appointment letter through Frontline Central. 
● Forms and information can be found at any time under “My Forms” > “Forms I Can Start” such as License Upload form, Voluntary Resignation form, Payroll, and the district calendar. 
	Here is the list of forms that will need to be completed in Frontline Central.
·   Employee Information Form
· I-9 (set up meeting with Sarah Jenkins or Jamie Boege for verification of I-9 documentation)
· Federal W-4
· State W-4
· Direct Deposit
· Worker's Comp Athletic Form
· Coaching Authorization Upload
· Emergency Contact Instructions
AEA Trainings
· AEA - link
· Bloodborne Pathogens Training
· Right to Know Training
· Suicide Prevention & Postvention 
· Adverse Childhood Experiences: From Toxic Environmental Stresses to Success
· Harassment in the Workplace: Recognition and Your Responsibilities
· Bullying Prevention 
· Overview of State Requirements Regarding Seclusion & Restraint: Chapter 103 
· Ethics for Iowa Educators 
· Mandatory Reporter: Child Abuse 
· Mandatory Reporter: Dependent Adult 



Questions or problems: Contact Sarah Jenkins or Jami Boege for onboarding issues at sarah.jenkins@dcgschools.com or jami.boege@dcgschools.com or call 515-992-3866. 

Step 2:  Set up with Jami Boege a date and time to get an ID badge & key access.  Get keys from the Athletic Director.

Step 3: Activate your district email.  Instructions will be emailed to the email you applied with.  The instructions will be emailed within a couple days of being approved by the board. The first time logging in must be done from a computer, not a phone.  Questions or problems: Contact Steven Hopper at help.desk@dcgschools.com.

Step 4: Read through the following policy and procedure documents.
a. Coaches Handbook
b. Student Activity Handbook
c. LHC Handbook
d. Activity Fund Handbook
e. DCG Emergency Action Plan


Step 5: Important information/documents regarding DCG and the State of Iowa
a. Fundraising Approval Request Form
b. Department of Education and IHSAA Basics
c. DCG Online Schedules and BOUND
d. Complete NFHS course Concussion In Sports on a yearly basis.  




Step 6: Start preparing for the season by following this 30-60-90 day plan
30 days
a. Learn: Learn all roles and responsibilities through the school leadership. Add to this list as you are sure of your assignments. Familiarize yourself with current procedures in your sport.
i. Physicals/Athletic forms (see Activities Secretary)
ii. Eligibility process (see AD)
iii. School & Athletic Calendars (see AD)
iv. Bus requests and authorization form to transport. (see Assistant AD)
v. Injury protocol (see Athletic Trainer)
vi. Maintenance requests (see AD)
vii. Facility usage (see AD)
viii. Inclement weather (see AD)
ix. Signings (see AD)
x. Banquets (see AD and Activities Secretary)
xi. Senior Nights (see AD)
xii. Letterings/Awards/Honors (see Activities Secretary)
xiii. Booster Club/Purchase Orders (see AD)
xiv. Summer Camps (see AD)
b. Meet
i. Meet with each assistant coach to discuss status, wants/needs, vision
ii. Meet with strength and conditioning coaches and make sure program is not lacking in transition 
iii. Meet with players to begin installing vision
iv. Meet with parents to begin installing vision
v. Meet with admin to collaborate on plans and vision
vi. Meet with Athletic Trainer	
c. Calendars/Schedules 
i. Set off-season calendar
ii. Set clinic schedule for coaching staff
iii. Confirm Varsity/JV/Freshman Schedule

60 Days
a. Build Relationships
i. Continue meeting with Admin
ii. Set up individual player meetings
iii. Meet with assistant coaches, lower level, and feed coaches
iv. Meet with strength coach
b. Begin to implement plans
i. Offense and Defense Philosophies
ii. Strength Training and Conditioning
iii. Fundraising
iv. Academic Tracking
v. List of Needs and Wants
c. Hire Coaches (if needed)
d. Confirm Dates
i. Picture Day
ii. Camp Dates
iii. Other

90 Days
a. Set up specific practice schedules
b. Formulate Plans
i. Team Building
ii. Social Media
iii. Player Leadership
iv. Team Policies
v. Pre-Game/In-Game schedule
vi. Coaching Staff Responsibilities
 
Important Contacts
Brent Buttjer - AD 515-249-5884
Connor LaGrone - Asst AD 281-905-3657
Katelyn Cain - AD Admin Assistant 515-490-2838
Jeff Wolfe- Bus Transportation Director 515-681-6462
AJ Ellingson- Communications Director 515-577-2292
Jerod Torrey - Athletic Trainer 480-399-9767
Jake Lewis - Strength Training Coordinator 515-822-1588

