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Welcome to the Athletic Director Toolkit session. We want to share with you some opportunities to
assist you in your role as Athletic Director and also inspire you to be the best Athletic Director you can
be.

We first wanted to share with you a couple of stories. We have had the pleasure of attending the
National Interscholastic Athletic Directors Conference a few times and one of the first persons | met at
the conference was Bill Walton. | wanted to share with you a quick story, as many of you know many
people have come out and said what a wonderful person Bill is and how he treated people, he was
infectious, he was positive, and he loved basketball where he learned many life lessons. | wanted to
share this with you because many of what people say about him is absolutely true. | was fortunate to
ask him for a picture and he obliged with a great smile and he was very gracious at the conference. |
will not forget him! The Power of Positivity

Second, we were at this past year’s conference where the key note was Jon Gordon an author of
many books on leadership, positivity and his book called the Energy Bus. He was outstanding at our
conference and gave many of the Athletic Directors there an opportunity to learn about leadership
from his own experiences and others. If you have read his books you will know that he writes books
and shares a parable to the point he is trying to make. He has worked with many professional sports
teams & college teams. | am excited to share with you a few of his ideas today to help you in your
Athletic Director Toolkit.

I will share with you several links on Leadership and at the end | will have a surprise to share with
you!

Resources:

www.jongordon.com

Negativity Toolkit: https://tools.jongordon.com/hubfs/NegativityToolkit.JGC.pdf

https://carpenteril.com/

The Carpenter: https://carpenterll.com/posters.html
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https://www.theenergybus.com/
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The Energy Bus Posters: https://theenergybus.com/ebusposter.html P 0 W E R

https://powerofapositiveteam.com/ OF A

Power of a Positive Team Posters: https://powerofapositiveteam.com/posters/ P 0 S I T I V E
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Athletic Director Toolkit

The Carpenter by Jon Gordon

Michael wakes up in the hospital with a bandage on his head and fear in his heart. The stress of
building a growing business, with his wife Sarah, caused him to collapse while on a morning jog.
When Michael finds out the man who saved his life is a Carpenter he visits him and quickly
learns that he is more than just a Carpenter; he is also a builder of lives, careers, people, and
teams.

As the Carpenter shares his wisdom, Michael attempts to save his business in the face of
adversity, rejection, fear, and failure. Along the way he learns that there's no such thing as an
overnight success but there are timeless principles to help you stand out, excel, and make an
impact on people and the world.

Drawing upon his work with countless leaders, sales people, professional and college sports
teams non-profit organizations and schools, Jon Gordon shares an entertaining and
enlightening story that will inspire you to build a better life, career, and team with the greatest
success strategies of all.
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JON GORDON

The Book The Carpenter and Three Successful Life Strategies to Love, Serve and Care.

Love

First is Love. Love what you do in your role some of you may be in role because nobody
wants it. But if you read the book the Carpenter you will learn to Love what you do. In your
role or in your work can you share what you love about your work?


http://jongordon.com/

Serve

People don’t love and admire tyrant or arrogant leader, they love & honor the humble
servant who makes us better. What qualities did they have that made you want to work
hard for their team & serve them?

Care

When we get the little things right, the big things fall into place naturally. “When we care,
we care about every inch, every detail,” he said. “We care about design. We care about the
materials we use. We care about ingredients. We care about our team. We care about each
interaction. We care about how each team member feels. We care about service. We care
about how each customer feels. We care about all the little things that lead to big success.
When we care we build things that others care about. When we care we are craftsman and
craftswoman who are always looking to get better, work harder and care more.”

Identify three actions you can take to serve others in your daily life or as an Athletic Director?

When life is challenging and you don’t feel like loving, serving or caring, you must have a
purpose or a mission. The love of what you are building must be greater than the
challenges you face. Find the purpose that inspires you to be the mission.

Question: Overall, why do you love, serve, and care? When you can answer that question, it
makes all the difference.

Share a couple of thoughts on why you Love, Serve & Care about your role as Athletic
Director.

How to Neutralize the Negativity Tool Kit
The Elephant in the Room - How to engage in Positive Conflict and use it to get better. Coach Nick Nurse
of the Toronto Raptors would engage in positive conflict and use it to get better.
= You have to tell the truth to get better together and you have to do it with authentic caring for
each other & the team.
= How can your team start addressing the Elephant in the room? Positive Teams transform and
remove negativity.

How do you stay positive working with parents, coaches, Pastors & School Administrators?

Difficult Conversations Don’t Have to Be Difficult

Star 3 Model
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':' T - Truth. Tell t}?e? trtfth in love to get beFter COHVGI'SEItiOI}S
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What rules can you add for your team?

The goal is to grow and get better individually & collectively. No one takes it personally, manage
emotional energy, discuss behavior without personal attacks.

1. No Complaining Rule - You are not allowed to complain unless you have a solution.
a. Write down 3 common complaints you receive in your role as Athletic Director, see if you
can come-up with a positive solution by them.

2. How to deal with Energy Vampires
a. First & foremost is to love, understand and transform it.
b. Leaders, managers, coaches principals must create a positive environment, where people
can do their best without being effected by negative energy vampires.
c. Ifyou are not a leader or manager, you have a simple rule: Your positive energy must be
greater than the negativity.

How do you deal with an Energy Vampire?

“Get off the complain train and read this book!”
—KEN BLANCHARD

10 Rules

tw Fuel Your Life, Work, and Team

with Positive Energy
The N O
Complaining
Rule
— 4: 3 =
i,
i Bﬁﬁ
Positive Ways to Deal with
Negativity at Work
JON GORDON

Foreword by Ken Blanchard
Coiithor of Fhe One-Minnts Mitnagers andl Loveling-at # Higher Levet

Energy Bus-Jon Gordon

10 Rules for the Ride of Your Life

You are the Driver of the Bus

Desire, Vision & Focus Move Your Bus in the right direction.

Fuel your ride with positive energy

Invite People on your bus & share your vision for the road ahead
Don’t waste your energy on those who don’t get on the bus
Post a sign that says, “No Energy Vampires Allowed

Enthusiasm attracts more passengers and energizes them during the ride
Love your passengers

. Drive with purpose

10. Have fun & enjoy the ride

©oONOUAWNE



HOW WILL YOU DEAL WITH ENERGY VAMPIRES?

Over the years, I've heard many stories from people who read “"The Energy Bus”, about how they dealt with
Energy Vampires. Some successfully transformed them. Others let them go, so they could no longer sabotage
the team. And some unfortunately abused their power by labeling anyone who disagreed with them an Energy
Vampire. I've learned a lot from these people and have garnered lessons from their successes and mistakes.
In this spirit | wanted to share some thoughts about how to deal with an Energy Vampire (EV).

First and foremost, love them. No one really wants to be an Energy Vampire.

He/she is likely negative for a reason. The first step should always be to love, understand and transform. If
your efforts to transform an EV are not successful and they are sabotaging the team and organization, then
they should be let off the bus.

If you don't like the thought of letting people off the bus, you are not alone. That's why | always tell leaders and
managers that you won't have to let EV's off the bus if you create a positive culture where EV's are
uncomfortable being negative. If you create a strong, positive culture that attracts positive people, fosters
positive communication and generates positive energy, the EV's who are unwilling to change will walk off the
bus themselves, because they don't fit in. Energy Vampires don't like the light.

The best way to deal with Energy Vampires...

...in your organization is at the cultural level, where you set the expectation that people who drain the energy
of others will not be tolerated. Leaders/managers/coaches/principals must create a positive work
environment where their people can do their best work without being affected by an EV.

If you are not a leader or manager...

...and you're not in a position to define the culture or hire and fire people, you are likely wondering what you
should do if you have an EV on your team or in your office. In this case, you can influence your team and office
culture by sharing “The Energy Bus” with your manager/leader and encouraging them to utilize it to create a
positive culture. I've witnessed many organizational transformations simply because an employee shared
“The Energy Bus” with a leader and the leader invited everyone on the bus. Please know I'm not trying to be
promotional here. People tell me all the time that “The Energy Bus” is an effective tool that creates a common
language for organizations to talk about and address negativity. Since it's a tool that works, | believe in helping
others use it.

If you are not a leader or manager...
... and you have EV's on your team or in your office it's also important that you decide to be more positive than
the negativity you face. A simple rule is: Your positive energy must be greater than all the negativity.

How do you deal with an Energy Vampire?



CYO Athletic Director Checklist
30/60/90 day Checklist

After appointment as Member Athletic Director:

O Meet with Member Administrator- suggested items to discuss:
Operation of the Program

Communication Plan

Coach’s and Parent’s Meetings & invite

Team Mass Sunday

Parish/School calendar — key events

O O O O O

Il Membership Agreement completed and submitted.
First 30 days:

Il Meet with Volunteer Coordinator to review:
o Roles and Responsibilities
o Review procedure for distributing new Coaches Credentials

O Meet with Treasurer/Bookkeeper to:
o Set Budget — provide fees list for upcoming program year, including tournament fees
o Inform of Early Discount, Payment Deadlines, Late Fee Penalty Note: Cross Country
deadlines
o Review Financial Procedures
o Order Equipment & Supplies
[0 Meet with Booster Club, Athletic Board, Commissioners, Equipment Manager, and Others:
Review:
o Dates: Each season signups, athlete forms, fees; Parish/School Events [conflicts/blackouts]
o Procedures: forms, physicals, uniforms, equipment, volunteers
o Uniforms: requirements fee, distribution & collection
o Upcoming season signups status

90 Days until Competition Begins

O Complete & submit Site Usage form
O Meet with Member Administrator to review operation of the program during previous season
(Il Meet with Volunteer Coordinator to review:

o Effectiveness of Roles & Responsibilities during the previous season
o Modifications for upcoming season

O Meet with Treasurer/Bookkeeper to review:
o Current Season budget to see if in-line with yearly budget. Financial Procedures for
Tournament Fees and upcoming season.

O Meet with Booster Club, Athletic Board, Commissioners, Equipment Manager, and Others to
review previous season and plan for upcoming season.

Il Opening up athlete registration for upcoming season



60 days until Competition Begins

O
O
O
O
O
O

O O o O

O

O

CYO opens registration for you to begin to register your teams.

Set and publish date for Coach’s and Parent’s Meetings. Must send dates and times to CYO.
Appoint & Assign Head Coaches

Identify & Confirm Assistant Coaches

Provide dates of CYO Preseason Coach’s Meetings and Re-certifications

Complete Team/Athlete Registrations-(White binder) (Website-AD Tab, Team Registration)
o Have pre-participation forms completed. (Website-AD Tab, Bottom page)

o Prepare list of athletes whose physicals are expired or will expire during season.

o Collect and review for eligibility all Roster Athlete Data Forms

o Identify athletes’ uniform sizes.

Check school and parish calendar for blackout dates.
Take advantage of discounted fee by registering your teams early.
Have coaches attend CDP session. Remind them to pre-register. Bylaw 2-5-2

Assign athletes to teams according to:

Bylaw 6-3-1 for 5th grade or lower divisions.

Bylaw 6-3-2 for 8th grade, 7th grade, or 6th grade divisions;

Competitive Balance:

Think about ways your previous AD assigned athletes to teams. A/B teams? Balanced teams?
Competitive balance.

Conduct a preseason coach's meeting following recommended agenda. Send the dates and
times to CYO.
Envision your meeting will unfold. Who should assist you in facilitating the meeting?

Conduct a preseason parent’s meeting following the provided agenda. Send the dates and times
to CYO.

Think about the biggest challenge with parents. What proactive processes can you implement to
build a positive partnership with parents?

Last opportunity for early Registration discount fees

Remind coaches to attend re-certifications.

30 Days until Competition Begins:

O

O

Sports season opens assessments and practices may begin.

Register teams including coaches and assistant coaches by deadline; enter blackout dates with
reason.

Submit to CYO team fees and Team Fee Summary Form by deadline.

Follow up with Volunteer Coordinator to determine if each coach has completed all of their
Diocesan requirements to coach.

Inform site directors and scorers to register for site staff trainings.



Remind coaches of CYO Coach’s meetings; no practice policy in area. Bylaw 5-2-3

Enter blackouts by the deadline.

Finalize Cross Country (Fall)/Track & Field (Spring) athletes at regular fee rate by deadline;
(Fall Only) Remind football coaches of weigh-ins for 7/8 graders only.

Remind site directors and scorers to attend CYO site staff fall trainings.

Verify that all coaches are certified.

O 0o o o o o O

Determine fall coaches that need to attend final CDP session. Invite next season’s coaches to
attend. Remind coaches to pre-register.

2 Weeks until Competition Begins:
Il Contact coaches to assure they are prepared for competitions to begin.

o Provide final rosters to each coach.
O Complete Sports Pilot team rosters entry with every athlete and coach by noon of deadline date.

Competitions begin!
30 Days into Current Season:
O Add athletes to the rosters to meet minimum number by deadline. Bylaw 5-3-2

O Finalize details with your Member Administrator, coaches, athletes and parents for Parent’s
Day/Team Mass Sunday

O Begin preparation for tournaments

o Discuss tournament participation with Coach.
o Discuss Tournament Fees and Tournament Forfeit Fees with Treasurer/Bookkeeper

L] Begin the cycle for the next season.
45 Days into Current Season:
O Complete Tournament Registration Form for ALL of your teams and other relative information.

O Remind Treasurer/Bookkeeper that coaches will need checks for the upcoming CYO
tournaments. Clarify process to coaches who will be participating in the CYO tournaments on
how they are to obtain the team fees.

O Contact coaches to assure they are prepared for tournaments to begin
60 Days into Current Season:
O Attend team’s tournament games.

O Review effectiveness of coaches



“Positive energy and positive people create positive results.”
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