THE PROACTIVE ATHLETIC DIRECTOR'’S

SPRING CLEANING TOOLKIT

Reduce Professional and Reputational Risk with this Simple Guide

Building a Stronger, More Protected Athletic Department

Across the country, athletic departments are facing increased scrutiny around eligibility,
participation reporting, and documentation standards. Spring offers a critical opportunity to
evaluate whether your current processes will withstand the demands of the coming year. This
checklist is designed to help you proactively assess areas of operational risk and
administrative vulnerability. The goal is not perfection —it is preparedness. Strong structure
today protects your coaches, your students, and your department tomorrow.

Why “Spring Cleaning”? Your 4 Pressure Points

Spring is the only window where athletic 1. Eligibility & Transfer Documentation

departments can: Inconsistent forms. Missing records. Appeal
confusion.

* Clean up registration workflows
« Clarify eligibility documentation 2. Participation Reporting
* Review transfer processes

 Align communication expectations

Manual counts. Spreadsheet reconciliation.

Duplicate data entry.
* Prepare for participation reporting

* Reduce fall chaos 3. Coach & Staff Protection

Unclear clearance status. Training verification gaps.
The decisions made in spring often

determine whether fall feels controlled or 4. Family Communication Overload

chaotic. Email chains. Text threads. No single source of truth.

The goal of this toolkit is simple: bring clarity to your processes before pressure arrives.
Use the following checklist to evaluate your current systems and identify small adjustments
that can make a meaningful difference next year.
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THE PROACTIVE ATHLETIC DIRECTOR'’S

SPRING CLEANING TOOLKIT

Reduce Professional and Reputational Risk with this Simple Guide

The “Spring Cleaning” Checklist Part 1 of 2

4/ Registration & Forms Section 1 of 4

[ Are all required forms reviewed and updated for next school year (dates, language, policies)?
[ Are sport-specific requirements clearly defined and standardized?

[l Is your clearance process uniform across all sports and levels?

[1 Do families submit all documentation in a single, centralized system?

1 Are medical forms date-stamped and version-controlled?

[J Can you verify that no athlete is participating prior to full clearance?

L1 Are returning athlete workflows simplified to reduce redundant submissions?

L1 Are coach and volunteer requirements tracked in the same system as athletes?

Why this matters: Fragmented registration creates risk, coach exposure, and fall chaos.

1 Eligibility & Transfers Section 2 of 4

[1 Can you produce eligibility documentation for any athlete within minutes?

U Is transfer documentation centralized and time-stamped?

L1 Are transfer approval workflows consistent and documented?

L1 Are eligibility rules clearly embedded in your process (not reliant on memory)?

[ Is there a documented chain of custody for eligibility decisions?

[J Can you quickly generate a report of all transfer athletes?

L1 Are hardship exceptions tracked with supporting documentation?

[ Could you provide participation data to district or state leadership within 24 hours if requested?

Why this matters: Eligibility inconsistencies are increasingly becoming controversial flashpoints.
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Reduce Professional and Reputational Risk with this Simple Guide

The “Spring Cleaning” Checklist Part 2 of 2

| Participation Data & Reporting Section 3 of 4

1 Can you produce real-time participation numbers without manual compilation?
[ Do you track by sport, gender, level, and season?

L1 Are participation numbers aligned with roster verification?

[1 Can you reconcile participation totals against clearance records?

1 Will NFHS reporting require manual spreadsheet cleanup?

L] Are you able to view participation trends year-over-year?

[ Can district or state leadership access aggregate data if requested?

1 Do you maintain historical participation records in an organized format?

Why this matters: Participation reporting is no longer optional — it informs funding, equity, and policy

decisions.

/& Communication & Documentation Section 4 of 4

[J Can you segment messages by sport, role, or clearance status?

[ Is messaging archived and auditable?

L1 Can you document when parents received required communications?

[] Are emergency contacts easily accessible during events?

[J Can you communicate instantly to a single team or the entire department?

[ Is there a clear separation between official communication and informal channels?
[1 Do coaches rely on personal text threads for compliance communication?

[J Can you produce communication records if challenged?

Why this matters: Unstructured communication increases liability and erodes clarity.
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Reduce Professional and Reputational Risk with this Simple Guide

Spring Cleaning: Structure, Risk & Readiness

Strong athletic departments don’t rely on memory or last-minute adjustments — they rely on
clear structure. This checklist is designed to help you step back and objectively review the
systems that support registration, eligibility, participation tracking, and communication across
your programs. A brief, intentional review this spring can surface opportunities to simplify,
strengthen, and standardize before the next school year begins.

Administrative Risks

These common patterns often signal
preventable administrative strain.

* You rely on spreadsheets to track eligibility.

» Coaches collect documents independently.

* Transfer paperwork lives in email threads.

* Participation numbers are manually compiled.

* You cannot produce audit-ready reports in under
5 minutes.

If two or more apply, additional structure
may prevent unnecessary strain this fall.

Traits of Strong Departments

Strong departments rely on consistent
structural practices.

* Centralize documentation.

» Automate eligibility workflows.

* Track participation in real time.

» Standardize communication.

* Protect coaches through process, not memory.

These traits are less about technology and
more about intentional systems that
support coaches, students, and leadership.

The purpose of this toolkit is straightforward: help you identify where your processes are
solid and where refinement may reduce future strain. Small, proactive improvements now can
create greater clarity, consistency, and confidence throughout the year ahead.
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The 5-Minute Athletic Department Health Check

Rate each statement from 1-5 (1 = Not True, 5 = Fully True) Rating

Registration & Forms

1. All required athlete forms are centralized in one system and updated annually.
2. No athlete is permitted to participate without verified clearance.

3. Coaches do not independently collect or store compliance paperwork.

Eligibility & Transfers

4. We can produce eligibility documentation for any athlete within minutes.

5. Transfer decisions are documented, time-stamped, and consistently applied.
6. Our eligibility process would withstand external or state-level review.

Participation Data

7. Participation numbers are accessible in real time without manual spreadsheets.
8. We can report participation by sport, gender, and level immediately if requested.
9. Participation data aligns directly with verified clearance records.

Communication & Documentation

10. Department communication is centralized, segmented, and archived.

11. We can document when required communications were sent and received.
12. Emergency contacts and athlete information are accessible at all times.

My Total
Scoring Guidance
50-60 — Structurally Strong 35-49 > Stable but Refinement Recommended
- Administrative Risk Present Under 20 = Immediate Process Review Recommended

Your Next Step: Spring Workflow Review
Departments identifying opportunities for improvement can benefit from a focused Spring Workflow Review.
A brief conversation now can prevent unnecessary strain in the fall.

Scan the QR code or visit www.finalforms.com/springcleaning to schedule your review.

()
FINALFSRMS i
HELPING ATHLETIC DIRECTORS OPERATE WITH CLARITY AND CONFIDENCE SINCE 2012. ?:;-: ,‘.*‘:
The information provided on this document does not, and is not intended to, constitute professional advice, instead all information, content, and materials available on this document are for informational purposes only. E .&q-%


https://www.finalforms.com/springcleaning

	1. Eligibility & Transfer Documentation​Inconsistent forms. Missing records. Appeal confusion. 
	2. Participation Reporting​Manual counts. Spreadsheet reconciliation. Duplicate data entry. 
	3. Coach & Staff Protection​Unclear clearance status. Training verification gaps. 
	4. Family Communication Overload​Email chains. Text threads. No single source of truth. 

