
INTRODUCTION 
 
Athletic training is a part of the Sports Medicine profession that may require many hours of total 
dedication, hard work, self-discipline, and extensive educational course work in a CAAHEP 
accredited undergraduate curriculum. 
 
The NATABOC certified athletic trainer, or ATC, is a highly educated and skilled professional 
whose specialty is in athletic health care.   The ATC is recognized as an Allied Health 
Professional.  As a sports medicine expert and member of the complete health care team, the 
ATC works under the direction of a licensed physician and in cooperation with other health care 
professionals and sports team members.  The ATC is skilled and knowledgeable in five areas, 
known as the five domains of athletic training.  They are: 
 

• Prevention of athletic injury 
• Recognition, evaluation and immediate care of athletic injuries 
• Rehabilitation and reconditioning of athletic injuries 
• Health care administration 
• Professional development and responsibility 

 
 
The purpose of this manual is to identify the operating policies and procedures for the Athletic 
Training Program within the Department of Athletics at Southwestern Oklahoma State 
University.  These policies and procedures will be implemented at all staffing levels of the 
Athletic Training Program.   
 
 



PHILOSOPHY 
 
Mission Statement 
 
It is the mission of the SWOSU Athletic Training Staff to provide reasonable medical coverage 
for all student-athletes who compete in intercollegiate athletics at Southwestern Oklahoma State 
University.  In addition to providing medical coverage for student-athletes, it is also the mission 
of the SWOSU Athletic Training Staff to facilitate educational development of the athletic 
training student through clinical instruction. 
 
General Policy Statement 
 
The athletic training staff will operate within the guidelines outlined in the SWOSU Athletic 
Training Policies and Procedures Manual, the NCAA Sports Medicine Handbook, the NCAA 
Manual, and the Lone Star Conference Handbook.  The athletic training staff will also adhere to 
the SWOSU Faculty/Staff and Student Handbooks. 
 
At all times, the welfare of the student-athlete will be of utmost priority in the actions of the 
sports medicine staff. 
 
All medical decisions are made under the direct supervision of the SWOSU team physicians.  
The athletic training staff will make no decisions regarding the status of a student-athlete without 
first consulting the team physicians. 
 
The athletic training staff is expected to perform designated functions necessary to provide an 
operational sports medicine program.  In addition, the athletic training staff will do whatever is 
possible to insure all standards are met within the Department of Athletics. 
 
Southwestern Oklahoma State University in compliance with Title VI and Title VII of the Civil 
Rights Acts of 1964, Title IX of the Education Amendments of 1972, Section 504 of the 
Rehabilitation Act of 1973, Section 402 of the Readjustment Assistance Act of 1974, Americans 
With Disabilities Act of 1990 and other Federal laws and regulations does not discriminate on 
the basis of race, color, ethnicity, national origin, sex, age, religion, disability, political 
affiliation, or status as a veteran in any of its policies, practices, or procedures. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

PERSONNEL 
 
Administrative Issues 
 

1. The director of athletics shall appoint team physicians and head athletic trainer.  The head 
athletic trainer shall appoint assistant athletic trainers and graduate assistants.  The head 
athletic, clinical coordinator, and athletic training program director will appoint athletic 
training students.  Graduate assistant athletic trainers and athletic training students shall 
serve under the supervision of the head athletic trainer and clinical coordinator. 

2. The athletic training staff shall be supervised by the team physicians of SWOSU.  The 
team physicians shall be assisted by staff athletic trainers, graduate assistants, and athletic 
training students. 

3. The team physicians and athletic trainers shall be available to all student-athletes for the 
prevention, recognition, evaluation, management and/or treatment, and rehabilitation of 
all athletic injuries or illnesses sustained from or related to SWOSU athletic department 
sponsored athletic participation during the year.  

4. All members of the SWOSU athletic staff, especially those engaged in training, 
conditioning, coaching, and supervision of student-athletes participation in organized 
SWOSU athletic department sponsored athletic participation shall be fully responsible to 
the team physicians and athletic trainers with respect to any and all matters that includes, 
but may not be limited to, the physical, emotional, and psychological well-being of the 
student-athletes. 

 
 
Job Descriptions 
 
Team Physician-General Practice (Dr. Aaron) 

• Directly and indirectly supervise Athletic Training staff, faculty, and students. 
• Responsible for diagnosis, treatment, and rehabilitation programs for all internal 

illnesses/ailments incurred by SWOSU student-athletes. 
• Cooperates with Head Athletic Trainer in the provision of a successful athletic healthcare 

program. 
• Coordination of other consulting physicians, including assistance with coverage when 

needed. 
• Provision of pre-participation physical examinations in conjunction with other 

physicians, staff athletic trainers, and other allied health personnel 
• On-site coverage of home football game and other athletics events as scheduled 
• Prompt and direct communication with athletic training staff, Athletic Director, and 

coaches at any time. 
• Participation in Athletic Training Education Program curriculum.   

 



Team Physician-Orthopedics (Dr. Jones) 
• Directly and indirectly supervise Athletic Training staff, faculty, and students. 
• Responsible for diagnosis, treatment, and rehabilitation programs for all orthopedic 

injuries incurred by SWOSU student-athletes. 
• Cooperates with Head Athletic Trainer in the provision of a successful athletic healthcare 

program. 
• Coordination of other consulting physicians, including assistance with coverage when 

needed. 
• Provision of pre-participation physical examinations in conjunction with other 

physicians, staff athletic trainers, and other allied health personnel 
• On-site coverage of home football game and other athletics events as scheduled 
• Prompt and direct communication with athletic training staff, Athletic Director, and 

coaches at any time. 
• Participation in Athletic Training Education Program curriculum.   

 
Head Athletic Trainer 
Report to Athletic Director and team physician(s).  Direct the health care program of 
intercollegiate athletics including prevention, emergency care, evaluation, and rehabilitation of 
athletic injuries and illnesses.  Responsible for operating the training and rehabilitation facilities, 
supervising the training of all student-athletes, and coordinating the prevention and treatment of 
athletically related injuries to student-athletes. 
 
Duties and Responsibilities: 

• Directs and supervises the operations of the athletic training room, to include developing 
necessary procedures and schedules. 

• Confers with the team physician to ensure proper evaluation, treatment, and rehabilitation 
of injured student-athletes. 

• Supervises all assistant athletic trainers, graduate assistants, and athletic training students. 
• Administers the drug-testing program for student athletes. 
• Submits budget requests for athletic training room operations.  Coordinates the purchase 

of all supplies and equipment, and ensures efficient and economical methods of 
purchasing supplies and equipment. 

• Follows NCAA Rules and Regulations and the NATA Code of Ethics.  Remains current 
on all state and national requirements for license renewal. 

• Teach classes as assigned by department chair. 
• Travel with football team. 
• Performs other duties and special projects as requested and assigned by the Athletic 

Director. 
• Comply with and establish a line of communication among parents, physicians, athletes, 

and coaches. 
• Offers continuing education courses to educate and counsel coaching staffs, student-

athletes, students, physicians, and co-workers. 
• Serves on athletic training student selection committee for athletic training students. 

 



Graduate Assistant Athletic Trainer 
Reports to Head Athletic Trainer.  Is responsible for assisting in all aspects of the athletic 
training program following university guidelines and Athletic Training Policies and Procedures. 
 
Duties: 

• Provide therapy and rehabilitation to athletes during regular scheduled morning and 
afternoon clinic hours as arranged with the Head Athletic Trainer 

• Assist in the daily clinical instruction of athletic training students 
• Teach classes as needed within the curriculum as assigned by the Athletic Training 

Program Director 
• Assist in the administration of the department’s drug testing policy 
• Assist in the coverage of in-season and off-season practices and competitions as well as 

coverage of other home events 
• Assist in the management of inventory 
• Assist in the maintenance of student athlete’s files 
• Organize and maintain daily medical records 
• Assist in the care, treatment, and prevention of athletic injuries and related illnesses 
• Establish and comply with a line of communication with athletes, parents, physician, and 

coaches 
• Other duties assigned by the Head Athletic Trainer and/or Athletic Director 
• Follows the NATA Code of Ethics. Remains current on all state and national 

requirements for license renewal 
• Upholds NCAA and Lonestar Conference Guidelines 

 
 
Athletic Training Students 
Reports to supervising clinical instructor.  Responsibilities include the prevention, treatment, 
evaluation and rehabilitation of athletic injuries for assigned sport.   
 
Duties: 

• Attend all practices and games, including away games and practices, as assigned by 
supervising clinical instructor 

• Assist in administering treatment and rehabilitation to athletes during afternoon hours 
• Assist in the maintenance of student athlete files 
• Maintain daily records of treatment and rehabilitation 
• Assist in prevention, treatment, evaluation, and rehabilitation of athletic injuries and 

related illnesses 
• Assist in cleaning of athletic training room 
• Restocking of medical supplies in both athletic training rooms 
• Set up field with necessary medical equipment and supplies 
• Break down field, clean all coolers and water bottles after practice 
• Adhere to policies and procedures outlines in the athletic training section 
• Uphold all NCAA and Lonestar Conference rules and guidelines 
• Maintain confidentiality of athletes and medical conditions 



• Other duties assigned by the Graduate Assistant Athletic Trainer, Clinical Instructor, and 
Head Athletic Trainer 

• Athletic training students are not to serve in the capacity of a Certified Athletic Trainer 
 
Athletic Training Flow-Chart 
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MEDICAL COVERAGE 
 

Hours of Operation 
 
The Athletic Room in the Rankin Williams Fieldhouse will be open to “walk-in” services from 
the hours of 8:00 AM to 5:00 PM Monday through Friday.  In addition to regularly scheduled 
hours, the athletic training room will be open prior to and following each regularly scheduled 
practice and competition.  The Athletic Training Staff will determine specific treatment hours for 
a team’s practice and competition.  During the summer month’s athletes should contact the Head 
Athletic Trainer for scheduled hours of operation. 
 
Event Coverage 
 
The athletic training staff will provide medical coverage during regular season for all scheduled 
practices and competitions.  However, sports with low risk for serious injury may have scheduled 
practices without the presence of the athletic training staff. 
 
Conditioning workouts, weight lifting workouts, and individual skill instruction scheduled in the 
early morning hours or at non-traditional times may be conducted without medical coverage 
from the athletic training staff. 
 
Visiting Teams 
 
Student-athletes from visiting teams will be extended the same courtesy, service, and respect as 
the athletes from SWOSU.  Visiting teams will have the opportunity to utilize athletic training 
facilities and equipment before and after competition.  Visiting teams that travel without a 
certified athletic trainer must present a written protocol or verbal communication from their 
athletic trainer in order to receive treatment from the SWOSU Athletic Training staff.   
 
The SWOSU Athletic Training Staff will adhere to the Lonestar Conference Handbook in 
regards to visiting teams and supplies provided for home events. 
 
Referral Protocol 
 
In the event that a student-athlete is injured or becomes ill, the student-athlete must first contact 
the Athletic Training staff. 
 

1. Upon completion of an examination, an athletic training staff member may refer the 
student-athlete to a team physician or a consulting physician.  The student-athlete MUST 
present to the physician a completed medical referral form (see Appendix) signed by an 
athletic training room representative. 
a) Medical referral forms are only administered for athletic related injury and/or illness. 
b) All non-athletic related injury and/or illness will be the responsibility of the student-

athlete.  (See INSURANCE COVERAGE for explanation of benefits) 
 



2. In the event a student-athlete sustains a non-athletic illness and must be referred to a 
physician specialist outside the confines of the team physician, the student-athlete will be 
held responsible for all medical payments. 

 
3. Head Coaches, assistant coaches, student coaches, managers, or any other SWOSU 

personnel shall not be permitted to schedule appointments for any student-athlete without 
first consulting the Head Athletic Trainer.  Any referrals without following proper 
procedures will result in the student-athlete being held responsible for payments.  In the 
event of an athletic related emergency, or the athletic training staff is unavailable, any 
SWOSU personnel should provide the student-athlete access to a medical facility of 
choice. 

 
4. The student-athlete will be responsible for payment of any fees resulting from missed 

appointments, including dental, eye exams, physical therapy, or any other medical 
problem. 

 
5. If the student-athlete receives care from any allied health professional unauthorized by 

the SWOSU sports medicine team or athletic department, all responsibility for this kind 
of treatment or any expenses will be that of the student athlete.  Further, a student-athlete 
who seeks treatment from an unauthorized allied health professional may not return to 
participation until released by SWOSU team physicians.  Failure to report unauthorized 
medical treatment may result in further injury for which the athletic training staff and the 
athletic department will not be responsible and may result in suspension or further 
penalty at SWOSU’s discretion. 

 
6. In particular instances the team physicians shall delegate other physicians to assist or act 

on express authority.  However, the team physicians shall be kept informed of all injuries 
and or illnesses and have the final authority with regard to all medical disqualifications, 
treatment, medical hardships, and return of the student-athlete to full participation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



EMERGENCY PROCEDURES 
 

An emergency situation is defined as any situation that endangers the health of the student 
athlete in question.  Typically, these situations arise from injuries resulting in a threat to the 
airway, breathing, and circulation of the student-athlete.  In addition, such injuries as fractures 
and dislocations of bones or joints are classified as emergency situations.  In most cases, general 
illness, such as the flu, colds, sore throats, etc. are not considered emergencies. 
 
Emergency situations may arise at anytime during athletic events.  Expedient action must be 
taken in order to provide the best possible care to the athletes of emergency and/or life 
threatening conditions.  The development and implementation of an emergency plan will help 
ensure that the best care will be provided. 
 
SWOSU has a duty to develop an emergency plan that may be implemented immediately when 
necessary and to provide appropriate standards of health care to all sports participants.  As 
athletic injuries may occur at any time and during any activity, the sports medicine team must be 
prepared.  This preparation involves the formulation of an emergency plan, proper coverage of 
events, maintenance of appropriate emergency equipment and supplies, utilization of appropriate 
emergency medical personnel, and continuing education in the area of emergency medicine.  
Hopefully, through careful pre-participation physical screenings, adequate medical coverage, 
safe practice and training techniques and other safety avenues, some potential emergencies may 
be averted.  However, accidents and injuries are inherent with sports participation, and proper 
preparation on the part of the sports medicine team will enable each emergency situation to be 
managed appropriately. 
 
There are three basic components of the plan: 
 

1. Emergency Personnel 
2. Emergency Communication 
3. Emergency Equipment 

 
Emergency Plan Personnel 
 
The development of an emergency plan cannot be complete without the formation of an 
emergency team.  The emergency team may consist of a number of healthcare providers 
including physicians, emergency medical technicians, certified athletic trainers, athletic training 
students, coaches, managers, and possibly bystanders.  Roles of these individuals within the 
emergency team may vary depending on various factors such as the number of members of the 
team, the athletic venue itself, or the preference of the head athletic trainer. 
 
There are four basic roles within the emergency team.  The first and most important role is 
immediate care of the athlete.  The most qualified individual on the scene should provide acute 
care in an emergency situation.  Individuals with lower credentials should yield to those with 
more appropriate training. 
 



The second role, equipment retrieval, may be done by anyone on the emergency team who is 
familiar with types and location of the specific equipment needed.  Athletic training students, 
managers, and coaches are good choices for this role. 
 
The third role, Emergency Medical System (EMS) activation, may be necessary in situations 
where emergency transportation is not already present at the sporting event.  This should be done 
as soon as the situation is deemed an emergency or a life-threatening event.  Time is the most 
critical factor under emergency conditions.  Activating the EMS may be done by anyone on the 
team.  However, the person chosen for this duty should be someone who is calm under pressure 
and who communicates well over the telephone.  This person should also be familiar with the 
location and address of the sporting event. 
 
After EMS has been activated, the fourth role in the emergency team should be performed, that 
of directing EMS to the scene.  One member of the team should be responsible for meeting 
emergency medical personnel as they arrive at the site of the contest.  Depending on ease of 
access, this person should have keys to any locked gates or doors that may slow the arrival of 
medical personnel.  A athletic training student, manager, or coach may be appropriate for this 
role. 
 
Activating the EMS System 
 
Making the call: 

• 911 (if available) 
• Telephone numbers for police, fire department, and ambulance service 

Providing information: 
• Name, address, telephone number of caller 
• Number of athletes 
• Condition of athlete(s) 
• First aid treatment initiated by first responder 
• Specific directions as needed to locate the emergency scene 
• Other information as requested by dispatcher 

 
When forming the emergency team, it is important to adapt the team to each situation or sport.  It 
may also be advantageous to have more than one individual assigned to each role.  This allows 
the emergency team to function even though certain members may not always be present. 
 
Emergency Communication 
 
Communication is the key to quick delivery of emergency care in athletic trauma situations.  
Athletic trainers and emergency medical personnel must work together to provide the best 
possible care to inured athletes.  Communication prior to the event is a good way to establish 
boundaries and to build rapport between both groups of professionals.  If emergency 
transportation is not available on site during a particular sporting event, then direct 
communication with the emergency medical system at the time of injury or illness is necessary. 
 



Access to a working telephone or other telecommunications device, whether fixed or mobile, 
should be assured.  The communications system should be checked prior to each practice or 
competition to ensure proper working order.  A back-up communication plan should be in effect 
should there be failure of the primary communication system.  The most common method of 
communication is a public telephone.  However, a cellular phone is preferred if available.  At 
any athletic venue, whether home or away, it is important to know the location of a working 
telephone.  Pre-arranged access to the phone should be established if it is not easily accessible. 
 
Emergency Equipment 
 
All necessary emergency equipment should be at the site and quickly accessible.  Personnel 
should be familiar with the function and operation of each type of emergency equipment.  
Equipment should be in good operating condition, and personnel must be trained in advance to 
use it properly.  Emergency equipment should be checked on a regular basis and use rehearsed 
by emergency personnel.  The emergency equipment available should be appropriate for the 
level of training for the emergency medical providers. 
 
It is important to know the proper way to care for and store the equipment as well.  Equipment 
should be stored in a clean and environmentally controlled area.  It should be readily available 
when emergency situations arise. 
 
Transportation 
 
Emphasis is placed at having an ambulance on site at high risk sporting events.  EMS response 
time is additionally factored in when determining on site ambulance coverage.   Consideration is 
given to the capabilities of transportation service available and the equipment and level of trained 
personnel on board the ambulance.  In the event that an ambulance is on site, there should be a 
designated location with rapid access to the site and a cleared route for entering and exiting the 
venue. 
 
In the emergency evaluation, the primary survey assists the emergency care provider in 
identifying emergencies requiring critical intervention and in determining transport decisions.  In 
an emergency situation, the athlete should be transported by ambulance, where the necessary 
staff and equipment is available to deliver appropriate care.  Emergency care providers should 
refrain from transporting unstable athletes in inappropriate vehicles.  Care must be taken to 
ensure that the activity areas are supervised should the emergency care provider leave the site in 
transporting the athlete. 
 
NOTE:  INDIVIDUAL EMERGENCY PROTOCOLS APPENDIX B 
 
 
 
 
 
 
 



PHYSICAL EXAMINATION GUIDELINES 
 

Pre-Participation Physical Examination 
 
The SWOSU team physicians will administer physical examinations.  The times and dates for 
the examinations will be pre-set by the Head Athletic Trainer and will be issued to each Head 
Coach. 
 

1. All first year student-athletes must first receive academic clearance prior to being 
administered a physical examination. 

 
2. All first year and/or freshman student-athletes, and returning student-athletes with 

previous health and/or injury related problems will be required to complete a physical 
examination.  The team physician and Head Athletic Trainer will determine those 
returning student-athletes who will be re-examined.  A list of those individuals will be 
posted and delivered to each head coach. 

 
3. It will be the responsibility of the coaches to make sure all student-athletes and/or 

prospective student-athletes are notified of appointment times. 
 

4. Any student-athlete who misses a scheduled appointment for a physical will be assigned 
another time at the convenience of team physicians.  However, the student-athlete may be 
charged for any physical performed in the offices of the team physicians, and the student-
athlete will be responsible for payment. 

 
5. Any student-athlete who fails the physical examination for any reason will not be 

permitted to participate in any form of intercollegiate athletics until cleared by the team 
physicians.  There will be no exceptions. 

 
6. Any student-athlete without a physical examination will not be allowed to practice in any 

form until the physical examination is completed. 
 

7. If any intercollegiate team at SWOSU holds an in-season practice for walk-on, each 
participant must complete academic requirements and sign a waiver of liability form.  
This waiver is valid for one day only. 

 
Close-Out Physical Examinations 
 

1. Each student-athlete, upon completion of his/her athletic eligibility, will be given a 
complete physical examination if deemed necessary by the student-athlete, team 
physician, and/or the Head Athletic Trainer. 

 
2. The student-athlete must make a formal request by completing a closeout examination 

from in the athletic training room.  This form must be completed within seven days after 
the last scheduled competition. 

 



3. Once the form is complete, a staff athletic trainer will schedule an appointment for the 
student-athlete with the appropriate physician. 

 
4. The Department of Athletics will be responsible for payment incurred for up to one 

calendar year from the onset of injury, provided:  the student-athlete is not actively 
engaged in athletic competition in professional sports, international games, or any other 
form of organized athletics, or as deemed necessary by the team physician. 

 



ATHLETE POLICIES 
 

Prescription and Over the Counter Drug Policy 
 
Prescription medications will be kept on site in a secured area per the team physician’s request.  
It is the sole responsibility of the team physician to prescribe a medication that is kept on site.  
The Athletic Training Staff at SWOSU will not at any time prescribe any medication other than 
those that are over the counter type.  If a student-athlete requires a prescription of any medication 
that is not kept on site, the request may be filled at the school’s participating pharmacy. 
 
The athletic department is permitted to finance expenses for any medications and physical 
therapy utilized by the student-athlete during the academic year, given that the injury/illness is 
the direct result of athletic participation at SWOSU.  Any prescriptions must be first presented to 
the Head Athletic Trainer. 
 
Prescriptions will be filled only for doctors within the SWOSU Sports Medicine Team.  An 
athlete must receive a referral form from the Head Athletic Trainer before getting the 
prescription filled at the pharmacy.  Failure to follow this procedure will result in the student 
athlete being held responsible for payment.  SWOSU will not reimburse a student-athlete who 
presents a receipt for a filled prescription. 
 
Over the counter medications (OTC’s) will also be kept on site in a secured area.  OTC’s 
available will be the discretion of the Athletic Training Staff.  OTC’s will be utilized as the 
Athletic Training Staff sees fit and must first have the clearance of a certified athletic trainer.  
OTC’s that are prescribed will be recorded on a medication sign out log. 
 
Physical Therapy 
 
Physical therapy services and prescribed rehabilitation programs are assigned by the SWOSU 
team physicians.  For the most part, the SWOSU Sports Medicine staff administers rehabilitation 
programs.  The SWOSU team physicians are responsible for ordering rehabilitation services.  
Appointments for physical therapy services must be scheduled through the Head Athletic 
Trainer. 
 
Asthma 
 
Athletes who have asthma diagnosed by a licensed physician (family or team physician) will be 
monitored by the Sports Medicine staff for any difficulties with their condition.  Athletes with 
severe conditions will have secondary inhalers present at all events in the need of an emergency.  
Athletes with asthma will be monitored with peak flow meters as deemed necessary by the Head 
Athletic Trainer. 
 
Chemical Substances 
 
The Administration of SWOSU, as well as its health service professionals, substance abuse 
counselors and coaches, strongly believes that the use, misuse and/or abuse of drugs (excluding 



those drugs prescribed by a physician to treat a specific medical condition and/or those defined 
in the NCAA Sports Medicine Handbook) can: 
 

1. Be detrimental to the physical and mental well-being of its student-athletes, no 
matter when such usage should occur during the year; 

2. Be dangerous to the student-athlete and his/her teammates in athletic competition 
or practice; 

3. Seriously affect the performance of individuals as students and as athletes; and 
4. In some cases, provide an unfair advantage over other competitors. 

 
All SWOSU student-athletes must enroll in a drug-testing program sponsored by the NCAA.  
The Athletic Department shall administer annually, on a form prescribed by the NCAA 
Committee on Competitive Safeguards and Medical Aspects of Sports, a signed drug testing 
consent form for each student-athlete.  Sanctions imposed by the NCAA will be supported by the 
administration at SWOSU. 
 
Zarrow Athletic Training Room Rules 
 
The Athletic Training staff is responsible for the health of all SWOSU student-athletes in and out 
of season.  Do not use the team physician or any other physician until you have first checked 
with the athletic trainer unless it is first approved by an athletic trainer.  The following is a list of 
rules that must be adhered to if the athletic training room is to be effective in its role of 
prevention, treatment, and rehabilitation of athletic injuries. 
 
 

1. Contact an athletic trainer immediately at any sign of injury or illness so that it can be 
properly treated. 

2. If you have any injury or sickness, which you feel might interfere with being able to 
practice, you must see the athletic trainer between 8 am and 11 am in the athletic training 
room; otherwise you will be considered healthy and you shall practice. 

3. The student athlete must take a referral form from the athletic training room to all 
appointments including but not limited to the SWOSU team physicians, appointed 
specialists, and diagnostic testing facilities. 

4. Treatments are given every morning by appointment and before practice.  Everyone must 
report for all treatments at his/her appointed time unless excused by the athletic trainer.  
The coaches are informed of all those not reporting for treatments. 

5. Treatments are not to be discontinued until the medical staff decides they are no longer 
needed.  Do not stop receiving treatments just because “it feels better.” 

6. Never apply heat to an injury.  The athletic trainer will decide when to apply heat.  If you 
want to do something for the injury, apply ice, mild compression, and elevate the injured 
area. 

7. All treatments and wound care which are given after practice will be administered after 
you take a shower. 

8. No one is ever late for practice because he/she was detained in the athletic training room.  
He/she simply didn’t get to the athletic training room early enough. 



9. The athletic training room is the medical center of the athletic department and will run as 
such.  Everyone must do his/her small part to keep it clean and orderly.  No roughhousing 
and horseplay.   

10. Wear appropriate clothes in the athletic training room.  No nudity. 
11. No cleated shoes are to be worn in the athletic training room. 
12. No supplies will be removed from the athletic training room without the athletic trainer’s 

permission. 
13. Positively do not handle any of the treatment machines.  If misused, they can be 

dangerous!!! 
14. No shoes shall be worn on the treatment tables.  Leave excess personal belongings 

outside the athletic training room. 
15. Good personal habits will protect against injury and illness.  Get 8 hours of sleep, eat 3 

meals a day, and use common sense in all of your activities. 
16. Keep yourself in top physical condition during both the season and in the off-season.  

Your chances of being injured are greatly reduced when you are strong, flexible, and in 
good condition. 

17. In order to comply with OSHA Guidelines, no eating or drinking will be allowed in the 
athletic training room. 

 
Universal Blood borne Pathogens Policy 
 
The Southwestern Oklahoma State University Athletic Department believes students, staff, and 
faculty should be protected from all foreseeable hazards in the clinical care of the physically 
active. The Athletic Department has made efforts to insure that current information concerning 
the growing threat of infectious disease is provided to our students and faculty, and that a 
rational policy and procedure have been developed. 
Direct exposure of students and/or personnel to blood or other body fluids via skin, mucus 
membranes or potential contact represents a hazard for transmission of blood-borne and other 
infections. To decrease the likelihood of transmission of those infections, and to minimize 
athletic training student and faculty contact with blood and body fluids, the following policy is in 
effect. 
 
Purpose: 

 To provide a consistent approach to managing body substances from all athletes and 
patients regardless of diagnosis.  

 To prevent transmission of potentially infectious agents. 
 
Policy: 

1. All students shall attend OSHA and Blood Borne Pathogens Training: 
 Prior to any athletic training observation assignments 
 Annually following formal admittance to the ATEP 

2. All blood, body fluids or tissues will be considered to be potentially infectious, 
and Universal Precautions will be used on all patients and athletes regardless of 
status. 

3. Standard precautions are to include the following procedures: 



a. All athletic training students, staff, and faculty will routinely use appropriate barrier 
precautions to prevent skin and mucus-membrane exposure when contact with blood or 
other body fluids of any person is anticipated. Hands will be washed, gloves will be worn 
for touching blood and body fluids, mucus membranes, or non-intact skin of all clients, 
for handling items or surfaces soiled with blood or body fluids. Gloves will be changed 
after contact with each patient. Masks and goggles or face shields will be worn during 
procedures that are likely to generate splashes of blood or other body fluids to prevent 
exposure of mucus membranes of the mouth, nose and eyes. Gowns or protective aprons 
will be worn during procedures that are likely to generate splashes of blood or other body 
fluids. 

b. Hands and other skin surfaces will be washed immediately and thoroughly with an anti-
microbial soap if contaminated with blood or other body fluids. Hands will be washed 
immediately after gloves are removed. 

c. All athletic training students and faculty will take precautions to prevent injuries caused 
by needles, scalpels, and other sharp instruments or devices during procedures; when 
cleaning used instruments' during disposal of used needles; and when handling sharp 
instruments after procedures. To prevent needle-stick injuries, used needles will not be 
recapped, purposely bent or broken by hand, removed from disposable syringes, or 
otherwise manipulated by hand. After they are used, disposable syringes and needles, as 
well as discontinued scalpel blades and sharp items will be placed in puncture-resistant 
containers. 

d. Although saliva has not been implicated in HIV transmission, disposable mouthpieces, 
resuscitation bags and other ventilation devices will be used if the need for resuscitation 
arises. 

e. Athletic training students, staff, and faculty who have exudative and/or open lesions or 
weeping dermatitis will report this to the clinical instructor and may be required to refrain 
from all direct client care and from handling client care equipment until the condition 
resolves. 

f. All blood, body fluids, or tissue specimen spills will be cleaned up promptly with a 
bleach solution diluted 1:10. 

g. In the event of any parenteral, mucus membrane, or cutaneous blood/body fluid exposure: 
i. The student is responsible for: 

 Reporting the incident promptly to the clinical instructor 
 Submission of verification to the clinical instructor that follow up has been completed at 

the specified times. 
 Any cost incurred as a result of testing and follow up. 

ii. In the event of an exposure, the clinical instructor will: 
 Report the exposure to the appropriate health care agency and the director of the athletic 

training education program. 
 Insure necessary follow- up care of the athletic training student and investigation of the 

incident 
 Counsel the student about protection from transmission. 
 Write anecdotal notes of the exposure, the follow-up testing of the student and 

information regarding adherence to recommendations. 
 Maintain strict confidentiality regarding the incident with the exception of the appropriate 

supervisor and the Director of the ATEP 



iii. In the event of a student exposure, the Director of the ATEP will: 
 Counsel with the clinical instructor as necessary regarding the exposure of the student. 
 Secure the anecdotal records of exposure and follow-up for strict confidentiality. 
 All students and faculty will use individual judgment based on the standard precautions 

guidelines in determining when barriers are needed. Orientation to the Standard Precautions 
will be provided for all students prior to their first clinical observation and updates will be 
provided as necessary for all students in the program. 

 The faculty will be responsible for insuring students' understanding and appropriate use of 
the guidelines as well as for monitoring student adherence to guidelines. 

 
Student-Athlete Pregnancy Policy 
 
All medical costs that are the result of student-athlete pregnancy will become the responsibility 
of the student-athlete.  The risks and benefits of athletics participation by the pregnant student-
athlete will be the determination of the counseling team physician.  This includes the effects of 
pregnancy on competitive ability, the effects of strenuous physical training and competition on 
both the pregnant student-athlete and the fetus, and the warning signs to terminate exercise while 
pregnant.  Warning signs to terminate exercise while pregnant are as follows: 

 Vaginal bleeding 
 Shortness of breath prior to exercise 
 Dizziness 
 Headache 
 Chest pain 
 Calf pain or swelling 
 Pre-term labor 
 Decreased fetal movement 
 Amniotic fluid leakage 
 Muscle weakness 

 
If the student-athlete decides to compete, documentation outlining the student-athlete’s medical 
condition, the potential risks of athletic participation during pregnancy, and the student-athlete’s 
understanding of these risks of participation to her and her baby will be included in the student-
athlete’s medical record. 
 
The Athletic Department of SWOSU acknowledges the NCAA and American College of 
Obstetrics and Gynecology (ACOG) recommendations addressing the pregnant student-athlete. 
 
Appropriate Conduct 
 
The athletic training staff at SWOSU will not tolerate any inappropriate conduct from student-
athletes, coaches, administration, athletic training students, or within the staff.  Inappropriate 
conduct may be by is not limited to sexual harassment/misconduct, violence or threatening 
behavior, theft, or any other action described in the SWOSU faculty/staff and/or student 
handbook.  Weapons of any kind will not be tolerated in the athletic training room or any athletic 
venue.  Any violations of these behaviors will result in immediate action through the appropriate 
SWOSU office. 



 
Lightning Policy 
 
Lightning is the most consistent and significant weather hazard that may affect intercollegiate 
athletics.  While the probability of being struck by lightning is extremely low, the odds are 
significantly greater when a storm is in the area and the proper safety precautions are not 
followed.  Prevention and education are the keys to lightning safety. 
 
The following steps are in accordance with the NCAA, National Severe Storms Laboratory 
(NSSL), and NATA: 
 

1. The supervising athletic trainer will monitor threatening weather and will make the 
decision to remove a team or individuals from an athletics site or event. 

2. A safe location will be designated at each athletic venue (Football/Soccer-Milam 
Field house, Baseball-vehicles, Softball-vehicles, Rodeo-vehicles, Golf-club house). 

3. The following instruments will be used to decide when to suspend activity. 
a. The flash-to-bang method will be utilized as the method to determine when to 

seek shelter from lightning or thunder activity.  To use the flash-to-bang 
method, the observer begins counting when a lightning flash is sighted.  
Counting is stopped when the associated bang (thunder) is heard.  Divide this 
count by 5 to determine the distance to the lightning flash (in miles).  For 
example, a flash-bang count of 30 seconds equates to a distance of 6 miles. 

b. Two subsequent readings on the Sky Scan Lightning/Storm Detector in the 8-
20 mile range, regardless of the presence of visible lightning.  (This device is 
portable and will be in the possession of the athletic training staff.) 

4. Once activities have been suspended, wait at least 30 minutes after the last sound of 
thunder or lightning flash before resuming an activity or returning outdoors. 

5. Management for victims of a lightning strike will be as follows: 
a. Survey the scene for safety. 
b. Activate the local emergency management system. 
c. Move the victim carefully to a safer location, if needed. 
d. Evaluate and treat for apnea and asystole. 
e. Evaluate and treat for hypothermia and shock. 
f. Evaluate and treat for fractures. 
g. Evaluate and treat for burns. 

6. All individuals should have the right to leave an athletic site or activity, without fear 
of repercussion or penalty, in order to seek a safe structure or location if they feel 
they are in danger from impending lightning activity. 

 
Prior to Competition:  A member of the Athletic Training staff and/or the Athletic Director will 
greet the officials, explain that we have a means to monitor the lightning, and offer to notify the 
officials during the game if there is imminent danger from the lightning.  The Athletic Director 
and game officials will then decide whether to discontinue play. 
 
Announcement of Suspension of Activity:  Once it is determined that there is a danger of a 
lightning strike, the Athletic Training staff member will notify the head coach and/or official and 



subsequently immediately remove all athletes, coaches, and support from the playing filed or 
practice area/facility. 
 
Evacuation of the Playing Field:  Immediately following the announcement of suspension of 
activity all athletes, coaches, officials and support personnel are to evacuate to the nearest 
enclosed grounded structure. 
 
Outdoor Instructions:  If no safe structure or location is within a reasonable distance, find a thick 
grove of small trees surrounded by taller trees, a dry ditch without water, or seek a flat area (do 
not choose an open area where you will be the highest object).  When there, crouch down 
wrapping your arms around your knees and lower your head to minimize contact with the ground 
and wait for the storm to pass.  REMEMBER:  an automobile, golf cart, or open shelter are not 
ideal shelters, but will offer you some protection from a lightning strike.  Do not touch any metal 
structures directly after a lightning strike. 
 
Evacuation of the Stands:  During competition, once the decision to suspend activity has been 
made, a representative of the athletic department will announce via the PA system: 

1. Fans are advised to immediately seek shelter in the nearest enclosed, grounded shelter 
(Football/Soccer-Milam Field house, Baseball-vehicles, Softball-vehicles, Rodeo-
vehicles, Golf-club house.) 

2. REMEMBER:  an automobile, golf cart, or open-sided shelter may not protect you 
from a lightning strike so these are not adequate shelters. 

 
Inclement Weather Policy 
 
The Athletic Training Staff at SWOSU recognizes the need for appropriate coverage of all 
athletic events (practices or games).  However, the risks associated inclement weather while 
covering events are substantial.   
 
In cases in which classes are cancelled as a result of inclement weather athletic training students 
will not be expected to be present for scheduled hours.  Athletic training staff will be required to 
maintain a normal workday if possible, attention to the possible risks associated with inclement 
weather (i.e. snow, sleet, ice) should be taken into consideration.  At no point in time will a 
athletic training staff member, faculty, or student be forced to put their life in danger to cover 
normal athletic training hours or athletic events. 
 
If an athletic training staff member is unable to attend an event due to inclement weather, proper 
communication should be executed with the Head Athletic Trainer, respective coach, and the 
Athletic Director. 
 



ADMINISTRATIVE DUTIES  
 

Daily Treatment Logs 
 
The athletic training staff, faculty, and students will keep daily treatment logs manually.  
Student-athletes are not to sign themselves in for treatment.  Upon the athlete’s arrival into the 
athletic training room or lab, the time, their name, and services rendered will be entered into the 
log, followed by the initials of who logged the treatment.  Treatments will then be logged into 
Sports Ware with specifics of the treatment (i.e.-parameters of ultrasound, e-stim).  
Rehabilitation specifics will be logged into the notes section of the treatment file (exercises, 
repetitions, sets, etc.).  Once the treatment has been logged into Sports Ware, the log will be 
noted in the appropriate space. 
 
Injury Documentation 
 
Each student-athlete who receives an injury evaluation must have an injury report filed in the 
injury report log.  Athletic training staff, faculty, and students must ensure that an injury report is 
properly documented in appropriate SOAP note form and is accurate.  Once the injury report is 
documented, it must be entered into Sports Ware in a timely fashion.   
 
Once the athlete has recovered from an injury or is cleared by the athletic training staff to no 
longer receive treatment the hard copy of the injury report will be filed into the student-athlete’s 
personal medical file in reverse chronological order. 
 
Rehabilitation Documentation 
 
Each student-athlete who receives rehabilitation or treatment in the athletic training room or lab 
must have a personal rehabilitation/progress note on file.  Each time the student-athlete receives 
a treatment or rehabilitation the services will be documented.  Specifics of each treatment or 
rehabilitation shall be documented diligently (i.e.-treatment and parameters, exercise, repetitions, 
sets).  Rehabilitation notes will also be logged into the treatment section of Sports Ware.   
Rehabilitation specifics will be logged into the notes section of the treatment file (exercises, 
repetitions, sets, etc.).   
 
Once the athlete has recovered from an injury or is cleared by the athletic training staff to no 
longer receive rehabilitation, the hard copy of the rehabilitation/progress note will be filed into 
the student-athlete’s personal medical file in reverse chronological order. 
 
General Athletic Training Room Maintenance  
 
Daily Duties: 
  

• Laundry 
• Vacuum 
• Clean Glass/Mirrors 
• Clean Tables 



• Sweep Lab 
• Make Ice Cups 
• Store Equipment 
• Enter Treatments into Sports Ware 
• Restock Supplies  
• Clean Athletic Training Room and Lab 

 
Weekly Duties: 

 
• Clean Hydrocollator 
• Dust 
• Mop Taping Area 
• Clean Equipment 
• Mop Lab 
• Print Coaches Reports 

 
Monthly Duties: 
 

• Sweep Storeroom 
• Medical Record Maintenance 

 
Inventory 
 
Inventory on expendable supplies in the athletic training room and lab will be conducted on a 
quarterly basis.  Any new items that are ordered throughout the year will be updated into the 
inventory count once they arrive.  Inventory will be logged into Sports Ware plus utilizing the 
appropriate section. 
 
Budget 
 
The Athletic Director will appropriate the athletic training budgets.  The athletic training budget 
will consist of three individual accounts:  supplies, travel, and student wages.  Within the 
appropriated budget, the Head Athletic Trainer will make all decisions in regards to bidding for 
and ordering supplies.  Purchases made from the athletic training budget will follow the 
Purchasing Policies set forth by the SWOSU Business Office. 
 
Athletic Department Insurance Coverage 
 
The SWOSU athletic department shall assist in the payment of sports-related conditions that 
occur during the academic year, provided that the student-athlete takes proper documentation 
from the athletic training room to all his/her appointments. 
 
The SWOSU athletic department shall provide an excess medical insurance policy for student-
athletes.  This policy requires the SWOSU athletic department to use the student-athlete’s family 
or personal insurance whenever possible.  This excess medical policy covers the injured athlete 
and is an accident only policy. 



 
A medical insurance information/authorization form regarding family and/or personal medical 
insurance shall be sent to the parents of each student athlete from the sports medicine 
department.  This form shall be completed by the parents and/or student-athlete and returned to 
the athletic training staff.  This form authorizes the SWOSU athletic department to file a claim 
on the parent’s and/or student-athletes medical insurance policy in the event of an athletic injury 
and/or illness sustained or aggravated while participating in athletics.  This form, a copy of the 
insurance card, and a procedures expense statement form must be on file before a student-athlete 
is allowed to participate in his or her sport, and must be updated annually.  If the personal 
insurance company changes or simply changes it address, please notify the sports medicine 
department as soon as possible. 
 

APPENDIX A 
 

ATHLETIC TRAINING STUDENT SECTION 
 

As a part of this program, you agree to abide by the rules and regulations set forth in this 
handbook.  Failure to follow policies or directions of the Head Athletic Trainer, ATEP faculty, 
ACI, or team physician(s) may result in suspension or separation from the program.  The 
Athletic Training Advisory Committee in consort makes this decision with the ATEP director. 
 
As a athletic training student you have certain responsibilities to your education.  Your decisions 
should be an extension of the program.  However, the staff athletic trainers are ultimately 
responsible for the health and well being of the athletes and the operation of the athletic training 
rooms. 
 

GENERAL RULES 
 

• Only athletic trainers, coaches, and physicians are allowed in the athletic training room 
office. 

• Do not sit on the desks, tables, cabinets, or kits. 
• All dressing will be done in the locker room. 
• No use of tobacco products while in the athletic training room or covering practices/events. 
• Arrive promptly when you are scheduled to be in the athletic training room. 
• No one, except athletic trainers are allowed in the supply room. 
• Do not let an athlete perform self-treatment. 
• Do not let an athlete get into a whirlpool and turn it on him/herself. 
• Do not congregate or sit down during practice. 
• Watch for and call attention to dangerous situations. 
• Do not play with equipment at practices. 
• Memorize emergency procedures so that in any situation, you are able to react automatically. 
• Do not administer treatment to yourself during your scheduled work hours. 
• Only SWOSU athletes associated with a varsity team are to receive treatment, rehabilitation, 

preventative techniques, and wound care. 
• Do not give your scissors to athletes to cut equipment. 
 



RESPONSIBILITIES AND EXPECTATIONS 
 
GENERAL RESPONSIBILITIES 
 
1. Laundry-retrieve, fold, and deliver. 
2. Restocking-replenish supplies on tables and in cabinets daily.  When getting supplies from 

the storage room, make sure to use the oldest supplies first. 
3. Cleaning-maintain general cleanliness of table, whirlpools, cabinets and floors. 
4. Treatments-as instructed by a staff, faculty, or graduate assistant athletic trainer. 
5. Practice preparation-water coolers, ice bags, and field set-up. 
6. Practice skill-when athletic training room activity is slow, practice athletic training skills as 

learned during clinical course work 
7. While at practice: 

a. Keep water bottles off of the ground 
b. Face the field at all times 
c. Watch for and call attention to dangerous situations 
d. Avoid congregating in groups or sitting down at practice 

 
Though these jobs may seem trivial, they are very important to the operation of the athletic 
training room.  No student will be asked to perform a job that a staff or faculty athletic trainer 
has not performed at sometime during his/her career. 

 
PERSONAL QUALITIES 
 
DEPENDABILITY:  Dependability includes, punctuality, following directions, completion of 
tasks as assigned, enforcing the rules of the athletic training room, asking for help if needed, and 
showing initiative. 
 
DEDICATION:  You must be dedicated to your personal success in the athletic training program. 
 
SINCERITY, HONESTY, LOYALTY AND INTEGRITY:  We work in an environment governed by 
many rules and requirements.  Each student is responsible to ensure that rules are followed.  As 
an athletic training student you are in a very precarious position.  You are undoubtedly friends 
with many of the athletes; you must not let this relationship affect your judgment. 
 
Finally, FRIENDLINESS and a SENSE OF HUMOR are a necessity.  As a staff, we all put in 
long hours. 
 
PROFESSIONALISM 
 
Please keep in mind you are a representative of the SWOSU ATEP and Athletic Department.  
Your words and actions will have a direct reflection on the entire program.  You are expected to 
act as a professional while at work.  Excessive socializing, flirting and any other unprofessional 
behavior will NOT BE TOLERATED.  You are also expected to act in a mature and responsible 
manner while away from the athletic training room. 
 



There will be NO TOLERANCE for any athletic training student caught using or in the 
possession of illegal drugs, nor will there be any consumption of alcoholic beverages while on 
university property or while representing SWOSU at away athletic events.   
CONFIDENTIALITY 
 
ALL information regarding an athlete’s injury or condition is strictly confidential.  Unless 
instructed by a supervising athletic trainer you are not to discuss information with anyone outside 
of the athletic training room.  All questions regarding an injury should be directed to the 
supervising athletic trainer 
 
PUNCTUALITY 
 
Tardiness will NOT BE TOLERATED.  You are expected to be present all scheduled athletic 
training experiences at the designated time.  DO NOT make a team wait for you under any 
circumstances.  If you find yourself in a situation that will cause you to be late for either athletic 
training room hours or games, let the staff athletic trainers know ASAP.  Excessive tardiness 
without proper notification (3 or more) will result in a clinical internship suspension. 
 
DRESS CODE 
 
A neat clean, personal appearance while working in the athletic training room is an important 
step in gaining the respect of the athletes, coaches and the general public, and adhering to OSHA 
guidelines and standards.  You are required to wear a uniform that is both professional and 
functional as deemed appropriate by the supervising athletic trainer.  Please keep in mind when 
choosing your attire: 
  

1. While working in the athletic training room or covering sport practices, you should wear 
SWOSU issued athletic training room shirts, shirts with the SWOSU logo, or shirts that 
are neutral (i.e.-NO logos of other schools, brand name logos, etc.).  

2. Jeans will not be permitted in the athletic training room.  Blue or Khaki pants/shorts 
should be worn while working.  Athletic shorts, warm-up pants, and sweats may also be 
worn, given that they are tasteful and are appropriate for the situation. 

3. Keep in mind that your clothes should set you apart from the athletes. 
4. You may be asked to act in an official capacity for the athletic training staff and therefore 

should be prepared to make a good impression. 
5. Your shoes should be comfortable and functional.  You will be standing much of the time 

you are working, and you may need to run onto the field/court at any time.  Clogs, 
sandals and other non-functional shoes are NOT acceptable. 

6. Game day attire will vary according to the sport and weather.  Discuss the appropriate 
attire with your supervising athletic trainer prior to game day. 

7. Personal hygiene and appearance should be of the utmost importance; this includes 
properly groomed hair, clean clothes, etc. 

 
 
 



WORK POLICY 
 
Athletic Training Students are not to serve in the capacity of a Certified Athletic Trainer.  
Students are not to act in the capacity of managers or secretarial support staff.  They are not to be 
asked or expected to perform duties that compromise their educational experience. 
 
Once a student has successfully completed and been evaluated on an athletic training 
competency and/or clinical proficiency skill, he/she may begin to utilize these skills on a daily 
basis, under the supervision of the clinical instructor, during the field experience. 
 
Students are allowed to hold part-time jobs provided they do not interfere with the clinical aspect 
of the program.  Clinical education and field experiences take place primarily during the 
afternoons from approximately 2:00 pm to 6:00 pm.  On occasion these may meet in the morning 
before courses are offered, depending on the practice schedules of the athletic teams that are 
included as part of the field experience.  The athletic department understands that many students 
must obtain employment to make ends meet, but students must meet the requirements of the 
clinical courses. 
 
Students are not paid for their participation in clinical and field experiences and are encouraged 
to review SWOSU student employment guidelines 
 
REQUEST FOR TIME OFF/LEAVE OF ABSENCE 
 
In the event that you would like to request a particular day or days off for non-academic or non-
emergency reasons, a written request must be made for approval to the supervising ATC at least 
2 weeks prior to the day(s) requested.  Request for leave of absences (e.g. semester or academic 
year) should be submitted to the ATEP director in order to resume internship and academic roles 
upon return. 
 
PHONE USE 
 
Phone use should be limited to an emergency only.  Turn off your cell phone, unless directed by 
the supervising athletic trainer for use as an emergency phone. 
 
Use professional mannerisms when answering the phone in the athletic training room, for 
example: 
 “Athletic Training this is (your name) speaking.” 
 
Take messages accurately and deliver them promptly.  A thorough message should include the 
name of the person it is for, the name of the person calling, time and the date of the call, and the 
subject of the call. 
 
TRAVEL POLICY 
 
As an athletic training student you may have the opportunity to travel with your assigned team.  
Travel can only be counted toward your competency in the ATEP if accompanied by an ACI.  If 



you are traveling without direct supervision of your ACI, you will be considered a first 
responder.  It is your responsibility to review with your ACI the policies and procedures for 
travel.  Some areas to review may include: 

 
• Emergency Care Policy 
• Expected Conduct 
• Record Keeping Policies 
• Kit (supplies) 

 
Remember you are representing not only yourself, but also your team, school, and ATEP, so 
conduct yourself accordingly.  You need to understand your limitations as first responders.  DO 
NOT put yourself in a position that may jeopardize you legally and/or ethically.  Athletic training 
students must follow their respective team guidelines when traveling with athletic teams. 
 
Travel without an ACI is on a voluntary basis and with an understanding of the tasks that they 
are allowed to perform.  Volunteers are allowed to travel to events in which the host institution 
provides an ATC on site to assist the ATS should a situation arise that is outside the limitations 
of a first responder. 
 
SWOSU ATS’s are allowed to perform: 

• Preventative taping 
• Preventative stretching 
• Primary evaluation of acute injuries to determine need for referral or activation of 
Emergency Medical Services 
• Immediate care of acute injuries following the Rest, Ice, Compression, and Elevation 
principles 
• Application of ice packs to individuals free of contraindications 
• Wound care utilizing OSHA procedures as outlined in annual workshops 
• Emergency splinting of injured extremity 
• Documentation of the above tasks performed 

 
SWOSU ATS’s are not to perform the following tasks: 

• Evaluation of acute injuries to determine health status 
• Application of therapeutic modalities 
• Prescription of therapeutic exercise 
• Decision to return injured athlete to activity 

 
Protocol for Out of Town Events 
 
1. When you arrive at an event locate medical personnel at your institution to discuss the 

availability of medical care. 
2. Consult the host certified athletic trainer in the event of an injury. 
3. If the injured student-athlete is referred to a hospital or a clinic, accompany the student-

athlete and ensure that all necessary information is available. 
4. Call the Head Athletic Trainer and inform them of the athlete’s status. 



5. When traveling, pack all pertinent insurance documents as well as emergency phone numbers 
for notification of parents. 

 
MEDIA 
 
Because of your close working relationship with the athletes, media personnel for information 
may confront you.  You are not to give out any information.  Be particular cautious when you are 
working on the sidelines of any contest.  Direct any questions to your supervising certified 
athletic trainer. 
 
STOCKING KITS FOR PRACTICE AND GAMES 
 
Checklists for athletic training kits should be accessible and easy to understand.  This list is you 
only way of knowing if your kit is stocked and ready.  Each kit’s contents will vary depending 
on the sport. 
 
A list of forms needed for the kit or training room are as follows: 
 
1. Injury report forms 
2. A list of allergies for the athletes you are responsible for 
3. Insurance documents for each athlete 
4. Emergency procedures and phone numbers 
 
In addition, your kit should also include: 
 
1. Adhesive tape 
2. Pre-wrap 
3. Compression wraps-variable sizes 
4. Sterile adhesive strips-variable sizes 
5. Tape adherent 
6. Various band-aids and telfa pads 
7. Tongue depressors 
8. Q-tips 
9. Skin lubricant 
10. Hydrogen peroxide and betadine solution 
11. Sterile gauze pads-variable sizes 
12. Scissors 
13. Mirror 
14. Pocket mask for CPR  
15. Powder 
16. Penlight 
17. Tweezers 
18. Eye wash and contact solution 
19. Contact holder 
20. Nail clippers 
21. Ink pen and paper 



22. $0.50 for a phone call 
23. Various elastic tapes 
24. Heel and lace pads 
25. Various OTC medications 
26. Moleskin and various padding 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX B 

 
INDIVIDUAL VENUE EMERGENCY PROCEDURES 

 
1. Baseball Field 
2. Football Practice Field 
3. Football/Soccer Game Field 
4. Main Gym 
5. Soccer Practice Field 
6. Softball Field 
7. Weight Room 



Baseball (Rankin Williams Field) Emergency Plan  
 
Emergency Personnel:  

Practice: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 

Games: A Certified Athletic Trainer and Athletic training student(s) will be present at all games. 
 
Emergency Equipment:  

Practice: Blood Borne Pathogen kit and splints will be present at the field 
 Spine board and additional supplies are located in the Athletic Training Room 
Games:  Spine board, Blood Borne Pathogen kit, and splints will be present in the gym.   

Additional supplies are located in the Athletic Training Room. 
             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at south gate and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach
  a.  Unlock gates along first base line to allow for access of EMS personnel. 
            
Venue Directions:  

• Turn south on Broadway (road in-between baseball field and Parker Hall) off of Davis Road.   
• Enter baseball field through gates on south end of field (first base line). 

     
Venue Map 
              Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3072 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
774-3182  
   



Football Practice Field Emergency Plan 
 
Emergency Personnel:  

Practice: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 

 
Emergency Equipment:  

Spine board, Blood Borne Pathogen kit, and splints will be present at the practice field.   
Additional supplies are located in the Athletic Training Room. 

             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at edge of practice field and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach 
  a.  Move student athletes away from the emergency site. 
            
Venue Directions:  

• Lower field is located on the corner of 8th St. and College St. (south of the tennis courts). 
• Upper field is located on 8th St. north of the tennis courts. 

     
Venue Map 
Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3073 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
 774-3182 
   

             
 



Football/Soccer Game Field Emergency Plan 
 
Emergency Personnel:  

Game: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled games. 

 
Emergency Equipment:  

Spine board, Blood Borne Pathogen kit, and splints will be present at the game field.   
Additional supplies are located in the Athletic Training Room. 

             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at gate of game field, ensure that gate is unlocked, and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach 
  a.  Move student athletes away from the emergency site. 
            
Venue Directions:  

• Field located on 8th Street, north of College Street.   
 

     
Venue Map 
Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3073 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
 774-3182 

 
 



Rankin Williams Fieldhouse Emergency Plan 
 
Emergency Personnel:  

Practice: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 

Games: A Certified Athletic Trainer and Athletic training student(s) will be present at all games. 
 
Emergency Equipment:  

Practice: Blood Borne Pathogen kit and splints will be present in the gym 
 Spine board and additional supplies are located in the Athletic Training Room 
Games:  Spine board, Blood Borne Pathogen kit, and splints will be present in the gym.   

Additional supplies are located in the Athletic Training Room. 
             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at west door (by small gym) of HPER building and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach 
  a.  Move student athletes to their locker room or to another area of the gym. 
            
Venue Directions:  

• Turn north on 8th St.   
• Enter HPER building through west doors. 

     
Venue Map 
Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3073 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
 774-3182 



Soccer Practice Field Emergency Plan 
 
Emergency Personnel:  

Practice: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 

 
Emergency Equipment:  

Blood Borne Pathogen kit, and splints will be present at field.   
Spine board anddditional supplies are located in the Athletic Training Room. 

             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at entrance of Oklahoma / Rogers Parking lot and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach 
  a.  Move student athletes away from the emergency site. 
            
Venue Directions:  

• Lower field is located at the north end of the Oklahoma / Rogers parking lot. 
• Upper field is located on the northwest corner of Davis Rd. and Caddo St. 

      
Venue Map 
Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3073 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
 774-3182 



Softball Field Emergency Plan 
 
Emergency Personnel:  

Practice: A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 
Athletic training student(s) will have contact with a Certified Athletic Trainer at all times  
through the use of a phone located in the concession stand. 

Games: A Certified Athletic Trainer and Athletic training student(s) will be present at all games. 
 
Emergency Equipment:  

Practice: Blood Borne Pathogen kit and splints will be present at the field 
 Spine board and additional supplies are located in the Athletic Training Room 
Games:  Spine board, Blood Borne Pathogen kit, and splints will be present in the gym.   

Additional supplies are located in the Athletic Training Room. 
             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS along first baseline and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach
a.  Unlock gates into softball complex and in left field to allow for access of EMS personnel. 

 
b.  Move players' dugout or other area that will not interfere with delivery of emergency care. 

            
Venue Directions:  

• Go north on Caddo Street. 
• Enter Softball Complex at the east entrance. 
• Head west towards softball fields 
• Access can be gained the field by entering through the gate along the first base line. 

     
  Important Numbers 
  Emergency    Student Health Service 

911     774-3776 
  Michael Catterson, ATC/L  Dr. Aaron (Team Physician) 
 774-3073    772-0223 
 819-2804   Cecil Perkins (AD) 
  Campus Security    774-3182 
 774-3111 
   



Weight Room Emergency Plan 
 
Emergency Personnel:  

A Certified Athletic Trainer and Athletic training student(s) will be available for all  
scheduled practices. 

 
Emergency Equipment:  

Spine board, Blood Borne Pathogen kit, splints, and additional supplies are located in the Athletic  
Training Room. 

             
Roles of First Responders 
              1.  Immediate care of the injured or ill student-athlete 
 
           2.  Emergency equipment retrieval 
 

3.  Notify Certified Athletic Trainer:  
Michael Catterson (Office 774-3073, Cell 819-2804)     

 
4.  Activation of emergency medical system (EMS) 

a.  Call 911 (provide name, address, telephone number; number of individuals injured; 
                       condition of injured; first aid treatment; specific directions; other information as 
                      requested) 
 
                   b.  Notify campus police at 774-3111 
             
             5.  Role of SAT  
                   a.  Meet EMS at west door (by small gym) of HPER building and direct to scene. 
 

b.  Scene control: limit scene to first aid providers and move bystanders away from area  
 

6.  Role of Coach 
  a.  Remove student athletes from weight room. 
            
Venue Directions:  

• Turn north on 8th St.   
• Enter Fitness Center through the north door. 

     
Venue Map 
Important Numbers 

Emergency 
911 

Michael Catterson, ATC/L 
 774-3073 
 819-2804 
Campus Security 
 774-3111 
Student Health Service 
 774-3776 
Dr. Aaron (Team Physician) 

772-0223 
Cecil Perkins (AD) 
 774-3182 



 
APPENDIX C 

 
ATHLETIC TRAINING ROOM DOCUMENTS 

 
Athlete Medical Files 
1.  Insurance/Emergency Information Sheet 
2.  Medical History Questionnaire 
3.  General Medicine Physical Examination 
4.  Orthopeadic Examination 
5.  Assumption of Risk 
6.  Medical Consent to Treatment 
7.  Release of Medical Information 
8.  Helmet Warning 
11.  Returning Athlete Annual Health Information Questionnaire 
12.  Post-Season Questionnaire 
13.  Walk-on Waiver 
 
Injury/Rehab Forms 
1.  SOAP Note/Injury Report 
2.  Rehab Flow Sheet 
3.  Progress Note 
4.  Referral Form 
5.  2nd Opinion Form 
6.  Medical Facility Maps 
 
Administrative Forms 
1.  Daily Treatment Log 
2.  Over the Counter Drug Log 
3.  Prescription Drug Log 
4.  Inventory Log 
5.  ATS Travel Log 
6.  ATS Absence Request Form 
7.  Equipment Checkout Log 
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