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Arrival 
1. School doors open at 7:45 AM for breakfast. All team members should arrive at school no later than 7:45 AM. You will be tardy after this time. At 8:00 AM, students will depart from the cafeteria; when you hear the music, you will know they are headed your way. Encore teachers with 1st period classes will report to the cafeteria at 8:00 AM and remain in the cafeteria until 8:15 AM to ensure late arriving students eat breakfast before going to class.  Breakfast duty will begin August 5TH  (refer to schedule). Third - Fifth grade will exit the doors at the rear of the cafeteria. KK – Second will exit from the front doors. Dr. Pani and Mrs. Tard-Edwards will remain in the cafeteria until 8:30am.

2. All assistants will support breakfast duty. Please see your assigned areas below. Arrival time to your assigned area is promptly at 7:45 am. If you arrive late, the admin team member on duty will meet with you to discuss the reason for your tardiness and progressive discipline steps will be followed. 
a. KK – 2nd grade – Mrs. Pyndell and Ms. Garvins will actively monitor KK – 2nd grade students at their tables to ensure that students remain quietly seated until dismissed. Mrs. Pyndell and Ms. Garvins will assist in escorting those students to class as they are dismissed.
b. 3rd – 5th grade – Ms. Pride and Ms. Robinson will actively monitor 3rd – 5th grade students at their tables to ensure that students remain quietly seated until dismissed. Ms. Robinson will assist in escorting those students to class as they are dismissed. Ms. Pride will remain in the cafeteria with 4th Graders until their assigned Encore teacher arrives to pick them up for class.
c. Mrs. Tard-Edwards and Dr. Pani will monitor the students who are eating breakfast, ensure that their areas are cleaned when they finish, and dismiss them to sit with their grade level once they have finished eating.  
d. The administrator on duty for breakfast will dismiss students beginning at 8 am.

3. The parking lot will be open for drop-offs in the mornings starting at 7:45 AM. Parents will be able to drop students off in the parking lot following the guidance of the cones. Parents will, also, have the option to utilize the street in front of the sidewalk and the crossing guard. We will monitor and direct accordingly. 

4. Parking Lot Entry (Student Drop Off)/Sidewalk 
	Flagpole
	Mr. Brady 
	Dean of Schools -Admin

	Entrance of faculty parking lot
	Mr. Wooten
	Dean of Schools - Admin

	Sidewalk entrance
	Mr. Brown
	Dean of Schools -Admin



5. Buses/Back Hallway							
	Morning
	Mrs. Anderson

	Afternoon
	· Ms. Miles (retrieve and escort Grades 3-5 bus riders to the back hallway)
· Ms. Byrd (retrieve and escort KK-2 bus riders to the back hallway)
· Mrs. Anderson – remain in back hallway and check off students as they load the bus; provide the day’s checklist to Ms. Hughes once all students have been loaded and the bus has left the parking lot.



6. Front of Main Office
	Morning
	Barrett/Clark
	Lowe- Admin

	Afternoon
	Lowe/White 



**Parents will be allowed to walk students to class on the 1st day ONLY! KK parents will walk their children during staggered entry and the 1st day of their first full week of school. Students will need to learn how to get to class on their own. 
Departure
1. Your priority on the first day of school is to record how each student in your class will get home. Continue this procedure each morning for at least the first two weeks of school with K-2nd students. Please stress the dismissal procedure each day for the first nine weeks of school. Pair up new students with returning students to keep them from getting lost at dismissal time.
2. Check dismissal information each morning for the first two weeks. If a student tells you in the morning that the parent is going to pick them up from school, and the student does not bring a signed note from the parent indicating this change in dismissal, call the parent immediately. A call must be made to parents to clarify any misunderstandings. We do not want any surprises at 3:00 P.M. The rule of thumb is No Note, No Change. Keep all notes indicating a dismissal change for documentation and verification. (If this procedure is not followed, it will result in disciplinary action)
3. Complete the dismissal plan form that contains the names of all the students and post the plan in your classroom. All homeroom teachers give a copy of the dismissal plan to your grade level chair/partner teacher and the office. All homeroom teachers - make a separate copy of this information and place it in a folder for use by any substitute. Update this information as necessary.
4. Prepare for dismissal by 3:00 P.M. If you have an ENCORE assignment late in the day, prepare prior to going to that assignment. The first dismissal group will begin at 3:05. The first week of school, please prepare the small children a little earlier.
5. No child is to be picked up at the teacher’s room by a parent or sibling unless indicated by the office.

BUSES/DAYCARE VANS
· KK-2nd grade students will be picked up by Ms. Byrd and escorted to the back hallway. 
· 3rd – 5th grade students will be picked up by Ms. Miles and escorted to the back hallway.
Y-Care Dismissal – Mrs. Bankhead and Mrs. Tard-Edwards
Mrs. Tard-Edwards will come to the K-2 hallway first to receive Y-Care students to escort them through the back entrance of the cafeteria. Mrs. Bankhead will do the same for the 3-5 hallway. Once Mrs. Bankhead gives the all clear for Y-Care students, we will begin Car rider dismissal.   
Car Rider Dismissal 
Both teachers will escort students to the front of the building. One teacher will remain in the front of the line with a clipboard of both homeroom rosters. The other partner teacher will stand at the back of the line assisting with helping students remain organized as we wait for parents to arrive. Both teachers need to be vigilant and listening for students as they are called to their cars. Mr. Brown, Mr. Brady, Mrs. Clark, Principal Lowe, Mrs. Barrett, Ms. Salazar, Ms. Dotson, and Ms. White will assist with loading students into their cars.
Bring your homeroom rosters and walkie talkie to dismissal. Each time a student leaves, check their name off the roster. Team member roles may shift each semester if your teacher team decides to rotate who stands in the front of the line and who stands in the back of the line; all other duties will remain the same unless noted by Principal Lowe.
Each car rider will be represented by a color. Each student should receive 3 car rider tags with their names written on them. 
· KK – Orange
· First – Pink
· Second – Yellow
· Third – Lime Green
· Fourth – Turquoise
· Fifth - Purple
When you receive new students throughout the year, you will need to provide them with their dismissal tags and update your “how do I get home records” in your classroom, as well as the copy that was provided to your teammate, the office, and placed in your sub folder.
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